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MSS ART STEEL SALES CORPORATION 
) 170 WEST 233rd STREET sin 7 NEW YORK 63, N. > 
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provides quiet efficiency 


e Office efficiency is a “must” in 
the manifold operations of Burlington 
Mills Corporation, topflight textile 
manufacturer. In the offices of the Rib- 
bon Division, AuDOGRAPH contributes 
importantly to their system for getting 
things done. 

: We have used aupoGRAPH for han- 
dling our routine correspondence for 
some time now,” says Mr. Walter 
Conley, Sales Manager of the Ribbon 
Division of Burlington Mills, “and 
we like the quiet efficiency it pro- 
vides with complete convenience to 
the user.” The same benefits apply to 
the transcribing secretary . . . effi- 
ciency and convenience. 

\UDOGRAPH versatility is yet another 
benefit. “Because it is lightweight and 
portable,” says Mr. Conley, “salesmen 
use it to record results of their calls 
while facts are fresh in their minds, 
mailing the discs to the home office for 
transcription. And we use it for record- 
ing the minutes of sales meetings with 
the same time-saving, ‘push-button 
convenience!” 

Your business, too—no matter what 
size—can profit by auDoGRAPH benefits. 
Write today for details on how aupo- 
GRAPH can increase your personal 
efficiency. Just send the coupon. 


Pace ee 


“The A UJ D () f R A P H Electronic Soundwriter 


...with ‘push-button convenience’ !” 


“AT 


_ Bur ington Mills 


“Woven into the Life of America” 


RIBBON DIVISION 


Made by The Gray Manufacturing 
Company —established in 189] —orig- 
inators of the Telephone Pay Station. 


AUDOGRAPH sales and service in 180 principal 
cities of the U.S. See your Classified Telephone 
Directory. Canada: Northern Electric Company, Ltd., 
sole authorized agents for the Dominion. Overseas: 
Westrex Corporation (export affiliate of Western 
Electric Company) in 53 foreign countries. 
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SOUNDWRITER 
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THE GRAY MANUFACTURING COMPANY, HARTFORD 1, CONNECTICUT 


Send me Booklet 5.5 —"Now We Really Get Things Done!” 
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| SURE LIKE 
TO WORK AT MY 
NEW GF DESK 


ERTAINLY she likes to work 

at her new GF desk and so does 
every office employee who is for- 
tunate enough to have one. GF metal 
desks in their lustrous gray finish 
and anodized aluminum trim in- 
crease employee morale, improve 
efficiency, make a favorable impres- 
sion on your customers and last in- 
definitely. You might be surprised 
to learn how littke GF desks cost in 
relation to the good they can do for 
you. They are truly a worthwhile 
dollars and “sense” investment as 


of GF metal furniture - 
and shelving 


it's modern... it's metal 


eee tts America’s first 


choice...its a GF desk 


thousands of large and small com- 
panies have proven for themselves. 
Get the facts. Write for the folder 
—“GF 1600 Line Desks” and the 
name of our nearest branch or dealer. 
The General Fireproofing Company, 


Dept.M-17, Youngstown 1, Ohio. 


GENERAL 
FIREPROOFING 


_—— 


x } = 
<) <> 


Foremost in Metal Business Furniture 
DEALERS THROUGHOUT THE WORLD 


© GF Go. 1950 


Check these GF features and 
you'll see why the 1600 Line for 
years has been the world’s largest 


selling desk : 


1. Typewriter housed in 
either pedestal, as you prefer. 
Pedestal door swings out and 
iter bed is simply pulled 
forward. Elevator mechanism 
raises it automatically to working 
position, 
2. Planned for office pro- 
duction as scientifically as a 
modern turret lathe is designed 
for factory production. Ample con- 
venient space to work with and 
house the tools of the office worker. 


3. Resilient Velvoleum top 
provides ideal writing surface — 
satin-smooth, quiet, durable, stain- 
proof, moisture-proof. 


4.Decorative aluminum 
aolding around top protects Vel- 
voleum from damage in shipping 
and moving, from cigarette burns, 
from gouges by chairs and clean- 
ers’ equipment. 


5. Interchangeable drawers 
permit quick rearrangement of 
any and all drawers to suit user’s 
needs. 


6.Four-leg construction 
provides greater freedom for user’s 
feet and chair movement, makes 
cleaning easier, permits closer 


spacing of desks without crowding. 


7.Rugged metal construc- 
tion throughout . . . no splinters 
or rough edges . . . no warping, 
shrinking or swelling . . . mois- 
ture-resistant, fire-resistant, 


8. Handsome in appearance 
—all edges and corners rounded 
—warm gray finish relieved by 
trim of sparkling aluminum. 


9. Low in lifetime cost —com- 
pares favorably in initial cost 
with any other desk —repair, main- 
tenance and refinishing expense 


negligible. 

This typewriter desk, No. 1660 FCR, 
and others in the complete GF line 
are stocked by GF dealers and branches 


in all market centers. Ask for a demon- 
stration and trial in your own office. 
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ement 


AND EQUIPMENT 


Office Methods, Equipment, Personnel, and Purchasing 


THE PRETTY GIRL pictured at the 
top of this column is Jacqueline Bahr, 
one of the file clerks at Parker Pen Co., 
Janesville, Wis., who has recently been 
selected to act as official hostess for this 
company, to represent it in a number 
of public appearances during the com- 
ing year. 

Jacqueline was chosen from photo- 
graphs by Patricia Stevens, authority 
on feminine beauty and head of a 
model agency in Chicago. 

“Miss Penette of 1950”, as Jacqueline 
will be called, is a brunette, twenty-two 
years old, vivacious and charming, and 
well-fitted to play her part in this novel 
but logical extension of an office per- 
sonnel function which has steadily been 
growing in importance in recent years. 

The old man at the wicket to scare 
visitors away has long been succeeded 
by the telephone operator-receptionist, 
and of late the tendency to split that 
job and provide a separate receptionist 
has become widespread. The best of 
these receptionists, capably handling a 
task calling for intelligence, diplomacy. 
and charm, are a very valuable asset to 
the offices employing them, from the 
standpoint both of office efficiency and 
public relations. 

Now comes the Parker company with 
the idea of supplementing this vital 
function by the designation of a staff 
member for hostess duties on exira- 
special ocasions. We can be sure many 
another office will watch the working 
out of this with great interest. 
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BOOKS AND BOOKLETS ¥ 


Office Methods, Systems, and Pro. 

cedures, by Irvin A. Herrmann, office 
manager, Servel, Inc., is newly pub- 
lished by Ronald Press Co., 15 East 
26th St., New York. It is priced at 
cE ia. B 1 a $7 a copy. 
E Tr e S e n t S A large volume, running more than 
* p : a Ez 500 pages, it has been developed to 
igs Ae =e meet a definite need for a comprehen- 
aan a i ae —. : sive, organized, and usable manual in 
F aa the particular field of office methods, 
systems, and procedures. 

Practical information, which has 
previously been widely scattered, and 
in many instances has not been read- 
ily accessible, is brought together in 
a single source. The author has made 
every effort to “present in detail the 
most effective methods, systems, and 
procedures that have been developed 
by many authorities and used by a —_— 
variety of companies—large, medium, 
and small.” 

The book is adapted to the require- 
ments of anyone interested in the 
efficient operation of the office—the 
office manager, methods supervisor, 
systems and procedures analyst, con- 
troller, accountant, the specialist in 
forms and equipment, and the busi- 
nessman. 

The approach employed in this vol- 
ume is that of industrial engineering 
applied to the office. It follows a con- 
tinuity from fundamentals into a com- 
plete working program which is based 
on the well-established principles of 
work simplification, standardization, 
and motion economy. 

Tested techniques and timesaving 
short cuts are set forth for analyzing a 
existing methods, systems, and pro- 
cedures to determine what can be 


improved PIN FEED PLATEN 


for ‘chain drive’ record production 


eliminated, combined, simplified, or V 
fits any electric typewriter! \ improved. The specific steps to be 
2 3 \ followed in effecting the desired 
e poe any machine for control-punched | changes are explained with copious use Y 
a ‘ , | of illustrative examples. These ex- fc 
@ Pins on platen feed forms in perfect alignment. | amples show how the improved meth- 
a @ “Chain drive” prevents slipping and creeping. | ods should be developed to dovetail ri 
7 4 @ Precise registration—exact ratchet spacing. | with existing procedures. 
; wn ® No snagging—pins withdraw as platen turns. | It is the author’s belief from ex- fu 
3 a | perience that the numerous illustra- 
= ¥ | tions, together with the explanations a 
7 all the economies of control-punched forms! of cach whose of egerationst: Guall 
ial i ®@ No time-outs for jogging, checking for will provide working material suitable 
a position. | for immediate application in syste- 
@ Platen feeds up to 500 sets of forms without | matically making the organizational a 
reloading. and operational changes that are I 
ae @ 5, 6, 7 or more copies—perfectly aligned. necessary to keep abreast of business t 
Mow . ®@ Low in cost—installed in minutes. growth. 
hs Textbook of Office Management, 
ig Call your Uarco Representative for a free third edition, is available now from 
4 demonstration of the Uarco Pin Feed Platen, the McGraw-Hill Book Co., Inc., 330 Fc 
“ i West 42nd St., New York, priced at of 
i $5 the copy. ~ 
tT] As in previous editions, the new re- : 
7 : UARCO i Uarco supplies all types | vision of this text written by William re 
uconeceareD l pd meyer tpt | H. Leffingwell and Edwin M. Robin- Ci 
- RB forms, in both the strip | son, presents the principles and appli- ef 
. i: maeenes Fey 2 her F PE mee | cations of scientific office management 
; , We a | in clear language, organized in easily 
8 é : é derst f vi hasis 
id af Factories: Deep River, Connecticut; Chicago, Illinois; Cleveland, Ohio; Oakland, California a er 
‘ Sales Representatives in All Principal Cities | ‘With the inclusion of new material, 
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Stylemaster Executive Line Stylemaster Associate Line 


Stylemaster Departmental Line (Island Base) 


ing 

ing 

be 

e | WHICH TYPE FITS YOUR NEED? 

“ne You select the correct unit from the “Y and E” complete line .. . 
a for both appearance and usefulness it is important to you to have the 
tail right desk to fit your need. "Y and E” makes a complete line of office 
as furniture that is skillfully designed to fit each particular office job— 
= at all administrative and clerical levels. 

ble When you have a problem of expansion, replacement or planning 


nal a new office, call in a Y and E” representative. He will help you fit 
ess the right unit to the right job. 


a ~ Also Makers of Quality Filing Systems and Supplies — 
330 For pictures of “Y and E” steel j — oe. = a 

oftice equipment, write for booklet ¥ 
No. 4002-487. There is a Y and E” 
iam representative in your community. 


bin- Call him for help in planning an 
»pli- effective office. 


“ial, 1045 JAY STREET « ROCHESTER 3,N. Y., U.S. A. 
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the concept of scientific thinking is 
soundly presented with necessary 
fundamentals and procedures to en- 
able the reader to approach with con- 
fidence any office organization or man- 
agement problem. 

With this book “the student of 
office management—whether he be 
beginner or experienced—will be able 
to appraise and evaluate for himself 
the worth of plans and ideas as they 
may apply to his particular problems,” 
states co-author Robinson. 

The book’s 649 pages are divided 
into twenty-seven chapters. 


Public Records Management, by 
Philip C. Brooks, records officer of 
the National Security Resources 
Board, is an expert review of the 
fundamental principles of records 
management, one which should prove 


helpful to executives in industry and 
government alike. 

Available from the Public Admin- 
istration Service, 1313 East 60th St., 
Chicago, priced at $1 a copy, the 
monograph discusses such basic topics 
as the control of records creation, 
current records handling and use, and 
the evaluation, retirement, and custody 
of records no longer current. 

Dr. Brooks has contributed a timely 
and authoritative study on a subject 
of increasing importance to adminis- 
tration. 


Checks—Their Use and Protection, 
is the title of a 121-page, revised edi- 
tion of a book published by the Safe- 
guard Corp., Lansdale, Pa. 

This impressive collection of check 
protection data includes court de- 
cisions and actual case histories, which 


ommercial 


You Are Cordially Invited to See 


our 


COMPLETE LINE of 
OFFICE MACHINES 


and 


MAILROOM EQUIPMENT 
at the 
National Office Management Associations 
31st International Conference 
Municipal Auditorium, Cleveland, Ohio 


May 22, 23, 24 
Booths 515, 517, 519 


THESE ALL-NEW PRODUCTS SHOWN FOR FIRST TIME: 


@ FLEXOWRITER. . . Automatic Typewriter 

@ MULTISEALER. .. High Speed Envelope Sealer 
@ MULTIOPENER. . . High Speed Letter Opener 
@ MAILMastER. . . Seals, Opens, Stamps Mail 
@ AUTOMATIC STAMP VENDING MACHINE 


COMMERCIAL CONTROLS CORPORATION 
1 Leighton Avenue, Rochester 2, New York 


ontrols — 


CORPORATION 


; 
' 
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make for interesting reading. Copies 
are available from the company direct. 


For employers who wish to provide 
employee education, the Information 
Research Bureau, Inc., Woodward 
Bldg., Washington, D. C., has avail- 
able in quantity, three pamphlets 
which can be inserted in employees’ 
pay envelopes, or handed out in the 
office. 

The first one, Remember, It’s Your 
Money, 8 pages, brings home to the 
employee how the tax trend affects 
his pocketbook. It has been distrib- 
uted by many of the country’s leading 
companies including Sears Roebuck; 
Republic Steel; National Air Lines, 
and others. 

The second pamphlet, Remember, 
It’s What Your Dollar Will Buy That 
Counts, is a companion 16-page fol- 
low-up. 

Why Our American Way Is Better, 
the third in the series, is a 4-page 
leaflet which shows the comparative 
prices in Communist Russia as com- 
pared to free America, in terms of 
working time. 

Samples of these pamphlets can be 
obtained by sending a_ three-cent 
stamp for each. Prices for quantity 
purchases will be supplied with the 
samples. 


CATALOGS 


From Remington-Rand, Inc., 315 
Fourth Ave., New York, comes a new 
23-page brochure on their aluminum 
posture chairs which boast five adjust- 
ment features: spring bases, foam- 
rubber cushioning; light weight; long 
life, and lasting beauty. 

Included in the booklet. are full- 
color descriptions of the thirty-five 
upholstery colors and coverings avail- 
able for the chairs. 

The booklet is specified as FF-116. 


Crawford & Immig, Inc., 265 West 
14th St. New York, specialists in 
visual educational devices and instru- 
ments, has available on request, a 
catalog showing the various projectors, 
screens, and other accessories which 
are obtainable. 


A new booklet describing Durite 
phenolic molding compounds, indus- 
trial resins and cements is being of- 
fered by the chemical division of the 
Borden Co., 350 Madison Ave., New 
York. 

It describes the various types of 
Durite products now available, as 
well as the industries in which new 
and modified Durite products might 
be utilized. 

The booklet is available on written 
request to the address given above. 


Cordley & Hayes, 443 Fourth Ave., 
New York, announces its new Form 
20 condensed catalog folder which 
tells how to select the proper type of 
electric water cooler for normal and 
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_| Air condition your offices 


OVERNUIGEM 


: with amazing new Fedders Unit that fits into the window 


: . «- plugs in like a radio! 


OW you can put genuine air conditioning 

in your offices in a matter of hours . . . with 
Fedders Room Air Conditioners! Each unit is a 
complete, compact system of electrically refrig- 
erated air conditioning. Works the same way and 
gives the same results as the large systems used 
in theaters and restaurants, yet costs only a frac- qa 
tion as much. ¢ 


Experience shows that with a central air con- 
ditioning system, one floor in every six must be 
given over to motors, compressors and other 
equipment. Thus Fedders automatically gives you 
20% more rentable space. And there’s no muss 
or bother . . . no time-consuming, money-wast- 
ing delay. 


Your Fedders units will cool and dehumidify 
hot, muggy air .. . also filter out dust, dirt and 
soot... cutting down housekeeping costs. With 
Fedders Room Air Conditioners, you can com- al 


pete on an equal basis with any office building in 
o town—give every tenant the 
in : ‘ 
u- refreshing, comfortable ‘ 
2 working conditions he is 
h willing to pay extra rent for! 
So don’t delay. Mail cou- 
pon for full details now! 
te 
S- mea ae can nm Zi OO rs 
f- | 
1e | Fedders-Quigan Corp., Dept. O-3, Buffalo 7, N. Y. 
my Please send me your interesting 16-page illustrated | 
of | booklet on Fedders Room Air Conditioners plus | 
as | full specifications and installation data. é 
Ww | 
ht | 
Na@me.ccccccccecccccccccccccccsosccesesscccese 
en 
Address. .ccccccccccccccccccccccccccccsscccocece 
e., 
me GID bin i nvecscesseccscccsensecdDsdcosescodce 
I 
of A GREAT NAME SINCE 1896 eee a! 
nd 
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display your office good taste . . . 


That first impression ... make it a lasting one with fine CREST- 
LINE Tables, for this superb line of office furniture is a definite 
reflection of good taste and sound business judgement. CREST- 
LINE Tables come in a variety of sizes, colors and grains that 
fill every office need .. . reception rooms, executive suites, con- 
ference rooms, general offices and anywhere that top work- 
space is needed.-Check your offices and see where a CREST- 
LINE Table can add a further touch of convenience and 
efficiency. 

For an individual unit or a complete office installation .. . look 
first to the finest... to Security CRESTLINE Furniture. 


ail 


MOT-60-EP—CRESTLINE Office Table. 


SECURITY STEEL EQUIPMENT CORP., AVENEL, N. J. 
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abnormal atmospheric conditions, and 
further, guides the selection of the 
proper size for a given requirement. 


Inclusion of ten different types of 
duplicating masters in a supply cata- 
log just published by the Addresso- 
graph-Multigraph Corp., 1200 Babbitt 
Rd., Cleveland, manufacturers of pro- 
duction machines for business records, 
highlights the rapid strides being made 
in this versatile form of office dupli- 
cating. 

Offset-type office duplicators were 
first placed on the market about 
twenty years ago. At that time only 
metal masters were available. Approx- 
imately ten years later, the first suc- 
cessful paper master was introduced. 
Since then a rapid succession of new 
developments has resulted in the per- 
fection of types of paper masters for 
every duplicating need, including the 
reproduction of photographic images. 

All of these new masters for use on 
offset-type office duplicators are illus- 
trated and described along with other 
supplies in the 6% x9%-inch catalog, 
which is available from the company 
on direct request. 


Heating With Convector Radiators 
—A Guide for Home Owners, is the 
title of a new booklet issued by the 
Convector Manufacturers Association, 
221 North La Salle St., Chicago, and 
available from them at no charge. 

Clear illustrations and simple lan- 
guage are used to explain the prin- 
ciples and advantages of convectors. 


How to design and build “custom- 
made” files at the low cost afforded 
by standardized, mass-produced equip- 
ment is the subject of an informative 
new booklet published by Remington 
Rand Inc., 315 Fourth Ave., New 
York. 

Through the use of Record-Stack, 
an assortment of intermembered, inter- 
changeable file cabinets which house 
interchangeable file sections of many 
types and sizes, virtually any kind of 
file installation can be set up to suit 
the peculiar needs of any given office, 
according to the booklet. 

The 12-page, fully-illustrated bro- 
chure shows several of the infinite 
variations of Record-Stack arrange- 
ments which have been used in the 
offices of leading corporations and 
governmental agencies. It points out 
that the intermembered stacks pro- 
vided by the units eliminate the ex- 
pense of buying end panels, save floor 
space and give extreme flexibility to 
any arrangement of files. All Record- 
Stack units, the booklet says, are 
precision engineered. 

Full catalogue data, including di- 
mensions of the various file cabinets 
and file sections, is provided in the 
back of the booklet. Identified as SC 
677, the booklet may be obtained at 
any Remington Rand branch office, 
or by writing to the Company’s home 
office. 
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"THAT'S BECAUSE IT DOES SO MUCH OF OUR OPERATOR'S WORK AUTOMATICALLY !" 


“A pen won’t AUTOMATICALLY fill 
in ciphers and dates, and punctuate 
amounts—but this National Account- 
ing Machine will! 

“A pen won't think for you—it won’t 
AUTOMATICALLY add debits, sub- 
tract credits, and figure and print the new 
balance—but this machine will! 

“A pen won't permit writing two or 
more figures at one time, nor AUTO- 
MATICALLY distribute amounts into 
different totals—but this machine will! 

“Over the life of this National Ac- 
counting Machine, we figure its yearly 


THE NATIONAL CASH REGISTER COMPANY 


cost to us is only about 10% of what we 
pay our operator. So even if it saved only 
10% of her time, it would pay for itself. 
But, actually, it saves nearly 50% of her 
time!” 

* * * 

Savings vary in different offices, de- 
pending on the type of work, salaries, 
etc. But savings are always substantial. 
Ask our local representative to show you 
what you can save with this most flexible 
of all accounting devices. (The MUL- 
TIPLE-DUTY machine illustrated will 
handle any of your posting jobs.) 


* Get this FREE 

20-page booklet 
from our local 
representative, 

or write to the 

Company at 
Dayton 9, Ohio. 


ACCOUNTING MACHINES 
CASH REGISTERS ADDING MACHINES 
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Duplicates 
youll admire! 


Duplicates like these always rate ad- 
miring glances. But when you see the 
big, big number of beautiful copies you 
can get from an offset duplicator using 
Courrno Paper Masters . . . man, then 
you'll really stare in amazement! Be- 
cause if you are not using CoLiTHo 
Masters then your offset duplicating 
work just isn’t up to the high standards 
CotrHo can give you. 

CottHo Masters are paper, but what 
a paper! Special coating, plus wet 
strength, features exclusive with 
CotitHo, make them easy to handle 
and a cinch to prepare . . . just type, 
write, or draw. CoLITHO copies are good 
right from the start with all the clean, 
sharp clarity of the original. Changes? 
Sure you can make them... right on 
the duplicator, and you'll never see a 
blur on the copies. 


Colitho”’ Matched” Offset Supplies 
give you finer reproduction 


Colitho Paper 
Offset Master 
Plates 


Business forms of al! kin 's. letters, 
sales bulletins, house organs and other 
promotional material are just a few of 
the many uses you will find for these 
remarkable masters. 

Try CouitHo at our Expense! Mail 
the coupon below with complete infor- 


%, mation and discover for yourself 
x2 how much CotitHo Masters will 
improve your offset duplicating, 


Cotume1a Risson & Carson Mec. Co., Inc. 
Main Office & Factory: 

170 Herb Hill Road, Glen Cove, L. 1., New York 

New York Sales & Export: 58-64 West 40th Street 

Branch Offices & Distributors in principal cities 

Consult your local Telephone Classified Directory 


O 


OFFSET MASTER PLATES 


Make any offset duplicator a better duplicator 
See Colitho Plates at the Cleveland NOMA Convention—Booth 310 


Colombia Ribbon & Carbon Mfg. Co., Inc. 
170 Herb Hill Road, Glen Cove, L. L, New York. 
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OKAY! SEND ME SAMPLES OF COLITHO MASTERS OM-5 | 
Name. Title | 
Colitho 
Ribbons Company | 
Address | 
i. Colitho Etch | Cit State | 
" ‘olitho Etc! ity 

SS and Fountain | 
Colitho Inks Solution Make of Dupli Model 
= Colitho Carbon Paper, 

eservoir Pens, Pencils, Erasers - 
and Deletion Fluid Plate Size — Clamp Style is 
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CPA'S RECOMMEND TAX 
REFORMS 
Tweniy-eight recommendations de- 
signed to correct inequities in tue tax 
laws and provide better accounting 
ior tax purposes were sub nitted to 
the House Ways and Means Comm.t- 
tee recently by the Committee on 
Federal Taxation of the American 
Institute of Accountants, national pro- 
fessional society of certified public 

accountants. 

One of the inequities cited by the 
committee is the provision that an in- 
dividual who sells his home to buy 
another must pay a capital gains tax 
on the sale, even though he puts all 
of the money immediately into the 
new home. 

Pointing out that most of the 
recommendations would have little 
effect on the revenues, the committee 
urged consideration and action at the 
present session of Congress. 

In submitting the recommendations, 
Mark E. Richardson, Washington, 
committee chairman, and Thomas J. 
Green, New York, chairman of. the 
Sub-committee on current tax legisla- 
tion, wrote: “The accounting profes- 
sion is becoming increasingly con- 
cerned with the variations between 
rules imposed upon taxpayers Sor the 
determination of taxable income and 
principles developed by the accounting 
profession for the business community, 
in many cases with the cooperation 
and approval (and sometimes under 


the mandate) of Federal and State 
governmental agencies. 
Controversies on accounting mat- 


ters, so frequently concerned merely 
with the fiscal period for recognition 
of income or deductions, have little 
long-range revenue significance direct- 
ly, but they impose an enormous bur- 
den on the community and on the 
Treasury in time, manpower, and 
irritation. With the tax burden so 
heavy, as it must be, such ‘overhead’ 
wastes are of vital concern.” 

Among the other recommendations 
submitted by the committee were: 
The definition of “fiscal year” should 
be extended to include annual account- 
ing periods consisting of weeks in- 
stead of months (e.g., 13 four-week 
periods, etc.); the basis of property 
should not be reduced by excessive 
depreciation that resulted in no tax 
benefit; the principle of non-recog- 
nition of gains on involuntary conver- 
sions should also cover replacements 
made in anticipation of insurance or 
condemnation receipts; partners or 
individual proprietors should have the 
same participation privileges in pen- 
sion plans as_ stockholder-employees, 
and carry-over, carry-back and de- 
duction privileges should be extended 
to successor corporations. 


SCALE MODEL OFFICE 
PLANNING 
A current issue of Trends, official 
publication of the Wood Office Fur- 
niture Institute, 730 11th St., Wash- 
ington, D. C., devotes space to an 
interesting and certainly valuable sub- 
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1175 SECRETARIAL CHAIR 


on Pa 
No other posture chair in the world 
offers all these wanted features: 


P Distinctive Custom-Satin Chrome design... 
newest advance in office metal furniture in a decade. 


P Extra-wide seat for more comfort. Royal-built, 
luxurious, 20-coil spring unit construction and large 
contour-fitting back give the witimate in working ease 
and efficiency. 


” Completely adjustable seat and backrest. Simple, 

foolproof handwheel mechanisms accommodate every P. 
personalized posture requirement. p 

P All models upholstered in choice of ~eere 

guaranteed upholstery materials. 


a 
” a 
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See it where you see this emblem of 
Authorized Royal Dealer... or write: 


ROYAL METAL MANUFACTURING COMPANY 4 


175@ NORTH MICHIGAN AVENUE + CHICAGO 
New York * Los Angeles * Preston, Ontario 
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ject for the office—scale model furni- 
ture systems for use in planning new 
layouts or for making changes in ones 
already established but found to be 
unsuitable for over-all efficiency. 
Four of the firms which manu- 
facture these systems, and from whom, 
full information is available, are the 
Commercial Furniture Co., 2739 Chi- 
cago Ave., Chicago; Triometric, Inc., 
711 Penn Ave., Pittsburgh; M & M 


Industries, P. O. Box 91, South Mil-” 
waukee, and Cross Engineering Co., *' 


Three Rivers, Mich. 


HOTEL PLUS OFFICES 


Much interest has been evidenced by 
the recent announcement of Hotels 


ak 4 


Statler Co., Inc., that ground-breaking 
for the Los Angeles Statler Hotel will 
be begun early in June. The proposed 
1,275-room hotel will have an adjoin- 
ing office building. The building proj- 
ect will be the largest undertaken on 
the West Coast since the war, and 
will fill a very real need, it is felt. 


Some observers perhaps dream of a 
return to the day when in cities in 
early America, business men lived in, 
or near, their places of business. 

Is it possible that the combining of 
living quarters and business offices 
is the start of a return to this mode 
of living that was so prevalent years 
ago? 


...the PRINTING CALCULATOR 


If you want faster figuring, with a constant printed check on 
every factor, you can’t beat the famous Remington Rand Printing 
Calculator — the only calculating machine that figures and 


proves at the same time. 


That’s why the Printing Calculator is first with businessmen and 


operators everywhere .. . 


they save time by eliminating reruns 


and needless checking . . . they get more figure production with 


the faster 10 key keyboard. 


There’s real economy in the Printing Calculator— 
you get super-quick adding and subtraction .. . 
automatic division and direct multiplication all 
with this one all-purpose figuring machine —plus 
proof printed on the tape. It’s first . 
payroll work, cost accounting, tax computations 


. .. for every office figuring job. 


Remington Rand 315 Fourth Avenue, New York 10 © 


Business Machines and Supplies Division, Room 1428. 


Please send me a free copy of ‘‘Facts about Office Figures” 
—the booklet that shows how to SAVE the Printing Calcu- 


lator way. 


Name : Titlo 


Company 
Address__._ 
City 
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“The Los Angeles Statler,” ex- 
plained Arthur F. Douglas, president 
of the chain, “will continue the local 
purchasing policy in force in the other 
cities now served by Statler hotels. 
When the hotel opens, it will employ 
approximately 1,500 men and women, 
and its daily purchases in and around 
Los Angeles will supply many addi- 
tional jobs.” 


AT BRITISH INDUSTRIES FAIR 


Organized by the Association of 
British Business Equipment Manu- 
facturers, Ltd., and the Office Appli- 
ance Trades Association of Great Brit- 
ain and Ireland, the British Industries 
Fair, held at London and Birmingham, 
May 8th-19th, will include the exhibits 
of 96 manufacturers. 

Among the many products to be 
shown, ones which will be keenly in- 
spected by businessmen from all parts 
of the world are the following: 

A mechanical charting device which 
plans ahead. Designed to aid sales, 
control budgets and labor, device takes 
the form of a perforated drum with 
guides and colored signals indicating 
data. Drum revolves to a predeter- 
mined time-cycle giving a continuous 
charting surface, while rotating cur- 
sors give finger-tip control of facts. 
It is made by Lyons-Thompson Sys- 
tems Ltd., 4, Upcroft Ave., Edgware, 
Middlesex. 

Shown by Exactus Ltd., la Creed 
lane, St. Pauls, London, E.C.4, will 
be portable addressing equipment 
which requires no ink or expensive 
addressing plates. Also shown will 
be the “world’s smallest adding ma- 
chine” weighing three ounces and 
supplied in variations capable of deal- 
ing with North American, sterling, 
metric and rupee currencies. 

The firm of Markmaster Ltd., 18-20 
York Bldgs., Adelphi, London, W.C. 
2, will display a method of mechanic- 
ally producing letters and designs on 
selected materials at speeds up to 
2,500 impressions an hour. The meth- 
od has been successfully used for 
marking and decorating plastics, for 
production of display cards, for im- 
pressing hook covers, and for trade- 
marking. 

A Teleprinter, capable of operator 
speeds from 66 to 240 words per min- 
ute which can, with additional fittings, 
scramble confidential messages or 
send them over the radio, will be fea- 
tured by Cooper Teleprinter Co., Ltd., 
139 Kensington High St., London, W.8. 

The Magneto Time Co., Ltd., Gob- 
lin Works, Leatherhead, Surrey, will 
present an Automatic time-recorder 
for office or factory, one which, it is 
claimed, will allow fifty per cent more 
employees to clock in or out in a 
given time. Record for each pay-roll 
period is given in complete and handy 
form and the human element is almost 
entirely removed. 

A communication system which en- 
ables twenty executives to carry on 
remote discussions while standing as 
far away as 30 feet from the speaker 
sub-units, will be demonstrated by 
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The office of tomorrow...TODAY! 


ra 


At last! Efficiency and comfort 
and beauty in any office! No more 
confused, unattractive office look 
caused by an accumulation of un- 
related furniture and equipment— 
“orphan’”’ pieces independently de- 
signed and manufactured. Rock- 
a-File Modular Office Furniture 
and Equipment is designed and 
constructed to provide top effi- 
ciency and maximum comfort plus 
richly attractive, completely harmo- 
nious appearance. 


Interchangeable Units 

Rock-a-File Modular includes 
desks, files, dictating machine and 
typewriter cabinets, bookcases, 
storage cabinets and waste paper 
receptacle—each a completely in- 
dependent unit, yet completely in- 
terchangeable so that any combi- 
nation of units can be arranged in 
a complete, harmonious layout. 


Rock-a-File Modular offers extreme flex- 
ibility of layout, whether for private or 
general office. Note how varied units 


Each Modular unit easily attaches 
to adjoining units—and results in 
perfect alignment. 


Wide Variety and Flexibility 
Rock-a-File Modular offers a wide 
variety of combinations and ex- 
treme flexibility of arrangements 
—ideal for either private or gen- 
eral offices. All of the units neces- 
sary to individual requirements 
can be combined in a variety of 
layouts to suit taste and conven- 
ience, each resulting in a charming 
and attractive office setting. 


All-Steel Construction— 


Popular Finishes 
Rock-a-File Modular units are all- 
steel construction throughout. Fil- 
ing units incorporate famous space 
saving Rock-a-File side-filing prin- 
ciple. All units available in choice 
of most popular finishes— grained 
walnut, mahogany, gray or green. 


required by individual needs combine 
to create a balanced harmonious ap- 
pearance regardless of sequence. 


Rock-a-File Modular Units 


Fr U 


Waste 
(Right and Left Models) Receptacle 


bihicaicenl aided eaieeaile 


Send for Free Booklet—For complete information, 
send for free illustrated booklet: "The 
Office of Tomorrow.” 


May, 1950 


ROCKWELL-BARNES COMPANY 


35 East Wacker Drive Chicago 1, Ill. 
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Hadley Sound Equipments, 587 Bear 
wood Rd., Smethwick, Staff. The 
sub-units will carry hand-telephone as 
well as loud speakers. 

A feature of the display of F. C. 
Brown, Queens Rd., Bisley, Surrey, 
will be interlocking card index cabi- 
nets which can be instantly attached 
with limpet link assembly to form al- 
most any size of system. Detaching 
units and rearrangement is as simply 
effected. 

The Ellams Duplicator Co., Ltd., 5 
Dean St., London, W.1, will feature a 
duplicator with copy-controlled inking 
system said to give many thousands 
of copies without recharging. Dupli 


cator incorporates a counting controi 
device which prints the exact number 
of copies required and then turns the 
machine off. 

Typewriters which can take more 
than 100 different keyboards to pro- 
duce work in almost every commer 
cially-used language, will be the fea 
ture of the exhibit of the Imperial 
Typewriter Co., Ltd., Eastpark Rd., 
Leicester. 

Farquharson’ Bros. Ltd. Cyro 
Works, Sutcliffe Rd., Anniesland, Glas- 
gow, W.3, will present carbon papers 
with reinforced plastic backs which 
eliminate sticking and curling and are 
claimed to have treble the life of or 


 *bind this modern way 


PUNCH. Insert paper ... push 
down handle. 


OPEN BINDING. Binding ma- 
chine quickly opens all rings 
mechanically. U 


. % 
i ere 


INSERT & CLOSE. Slip punched Nome 
material on open rings. Cldse 


right in your own office 


Costs only a few cents per book 


Here is the most practical binding system ever 
designed for the office. With this compact equipment, 
which costs no more than a typewriter, you can 
bind all shapes and sizes of loose sheets into 
attractive, prestige-building books, catalogs or 
presentations...all in a matter of a few seconds. 
Compels attention for your message. And the 
binding costs less than half what you pay for 
old-fashioned fastener-type covers. Every page turns 
smoothly on the multiple colorful plastic rings, 
lies perfectly flat, regardless of how stiff the 

paper is. Letters, photographs, charts and other 
inserts can be easily bound into the book at 

any point. Fill in and return the coupon for full 
information about GBC’s SPECIAL 
TRY-IT-IN-YOUR OWN OFFICE PLAN. 


General Binding Corporation 
814 W. Belmont Ave., Dept. OM-5, Chicago 14, III. 


ind Foreign Patents have t pF 


on GBC Binders and on GBC Binding Equipment 


General Binding Corporation, Dept. OM-5 
Without obligation, please send me Bulletin |200 
describing your new low-cost portable GBC plastic 
binding equipment... also 2 handy memo books 
bound this modern way. Tell me how | can try out 
this equipment in my own office. 


a en se sce ens cw eam wan am ese ss am 


d’nary carbon paper. 

For the protection of checks against 
fraudulent alterations, Halsby & Co., 
Ltd., 52 Dean St., London, W.1, will 
have on display the Auto check writer. 


-SURVEY ON BUSINESS 
FORECASTING 


Better business forecasting is the 
key to better business in the future, 
according to a study just completed 
by the Controllership Foundation, Inc., 
1 East 42nd St., New York, research 
arm of the Controllers Institute of 
America, and based on an analysis of 
the forecasting practices and methods 
of 38 selected corporations in a wide 
cross-section of industry. 

The results of the survey, embodied 
in a report prepared for the research 
body by Frank D. Newbury, fromer 
director, vice-president and economist 
of the Westinghouse Electric Co., em- 
phasize that forecasting is the start- 
ing point of intelligent business plan- 
ning, and is essential to successful 
budgeting and control of expenses, 
costs, and profits. 

“Successful forecasting obviously 
reduces the area of avoidable risks 
connected with every business,” the 
report, “Business Forecasting” de- 
clares. 

“It helps stabilize production and 
employment by ironing out seasonal 
variations of sales. Satisfactory con- 
trol of inventories of raw materials, 
of work-in-process and of finished 
goods is dependent upon satisfactory 
forecasts of future sales, raw material 
and parts requirements, as well as of 
raw material and parts prices. Suc- 
cessful planning of long-term = con- 
struction programs and of the cor- 
responding new capital requirements 
depends on reasonably accurate long- 
term forecasting, which also makes 
possible the selection of a good normal 
level of output for use in applying 
standard costs to cost control and 
to logical pricing of products.” 

An advisory panel of Controllers 
Institute members supervised — the 
project from first start to final manu 
script—-A. A. Buzzi, assistant control 
ler, the Shell Oil Co., New York: 
Edmond S. La_ Rose, controller, 
Bausch & Lomb Optical Co., Roches- 
ter; W. C. Marks, controller, General 
Foods Corn. New York: Allen Ott- 
man, vice-president and director, 
American Hard Rubber, New York; 
Keith Poewlison. viee-president and 
centroller, Armstrong Cork Co., Lan- 
caster, Pa., and H. H. Scaff, vice 
president of 
New York. 


ARCHIVES CENTER OPENS 
NEW UNIT 


The midtown branch of the Busi- 
ness Archives Center has been opened 
at 337 West 27th St.. New York, and 
constitutes the second unit in a chain 
of installations to be established 


Ebasco Services, Inc., 


and remove finished book... Company ——___—_—_—_——— throughout Manhattan for the scien- 

up to 250 an hour. on ‘ > ° 
Address ee ————— tific storing and _ preservation of 

City a __Ione _State a business records. The new center is 

sic hi cise instants especially equipped and _ staffed to 
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rreal Seating 
ot Work... 


Here it is—in action! The Art Metal Secretarial chair 
with “Tilt-Action” Seat and “Live-Action” Back. 
Features that banish seating fatigue—improve morale 
and efficiency of office personnel. 


Model 709-A Secretarial Posture Chair is the newest 
in Art Metal's complete line of Aluminum Office 
Chairs. Each model in the line is designed with the 
latest features to provide the most in comfort, 
appearance and durability. Back of this latest design 
is Art Metal’s more than sixty years of experience 
in building the finest in Metal Office Equipment. 
For complete information on the new 709-A Secre- 


tarial Posture Chair and other new models, write 
to the Art Metal Construction Co., Jamestown, N.Y. 


NEW Art W\etal ALUMINUM POSTURE CHAIRS 


“Live-Action” back! It's self-adjusting to user’s move- 
ments. Provides full support in any position. “Live- 
Action” back pivots in special mountings and con- 


Style 707-B 
Clerical Posture Chair forms to the angle of the spine for comfortable 
with arms correct seating. 


Style 709-A 
eels Posture Chair “Tilt-Action” seat! Permits true relaxation. Maintains 
same body angle whether user is in working or 
relaxing position.“ Tilt-Action” seat relaxes 2 inches 
from horizontal plane. Rises only slightly at front. 
Follows natural inclination of body. Causes no con- 
stricting pressure back of knees — and allows both 
feet to remain comfortable on floor at all times. 


Frame! Welded tubular construction, heat treated for 
strength—anodized for permanent finish. 


- v 


—~ ? 
- <7@ Style 707-A 
- ~< 


4 Clerical Posture Chair 


Upholstering! Back and seat are contour molded and 
upholstered with Foam Latex and perforated plastic 

“4 . fabric or your choice of coverings. 
$ 2 ‘ Base! Special cone-shaped cantilever center construc- 
4 ij tion makes it strongest base made. Swivel bearing 
is permanently lubricated—never requires oil. 
ALL WITH “TILT-ACTION” SEAT AND “LIVE-ACTION” BACK Two inch ball bearing soft rubber casters. Hard 


composition optional. 
Art Metal 
Jamestown. New York 
U.S.A. 


For the Finest in Business Equipmeni . . . Look to Art Metal! 


BUSINESS EQUIPMENT 
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MONGOL 


stays sharper longer 


Harry gets his work 
out faster... the 
pencil sharpener gets 
arest... the office- 
supply budget gets a 
break! Added time- 
saver: Mongol points 
are GUARANTEED 


not to break in i 
normal use! range uanns 
SINCE 1849 ne 


EBERHARD FABER 


BROOKLYN © TORONTO 


SAVE TIME WITH wf = 


MORRISP Howe Feat 


Why buy useless, inefficient ngs 
& 


tually RESTS on the shoulder without 


phone rests? A Morris rest ac- 


crimping or cramping. Easily adjustable 
for either shoulder, and any angle. Assures 


more work with less effort and irritation. 


Specify the MORRIS 
PHONE REST when you 
order—from stationery 
stores, Sold every- 
where, or write direct. 


ne Bort MM Morris COMPANY 


8651 WEST THIRD ST. © LOS ANGELES 37, CALIF. 
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screen, store, and safeguard the accu- 
mulated files of business companies, as 
well as to provide a reference service, 
all of which conform to the standards 
established by the National Records 
Management Council. These stan- 
dards have also been adopted by tne 
Federal government, and are an in- 
tegral part of records management, 
as spelled out in the Hoover Commis- 
sion Program, according to Emmett 
J. Leahy, executive director of the 
Council, which has technical super- 
vision of the Center. 

Records being kept by the new 
Center, as well as by the original up- 
town branch at 112 West 107th St., 
Mr. Leahy said, include documents of 
every type from brokerage, airline, 
publishing, manufacturing, trucking, 
and advertising concerns, as well as 
from law firms and private individual 
and family archives. 

“The new science of records man- 
agement,” Mr. Leahy explained, 
“makes it possible to reduce the cost 
of storing old, but needed, papers as 
much as 90 per cent. In the average 
office, the cost of maintaining one file 
cabinet filled with records is $38 or 
more, as against $2 to $7 at a records 
center. The saving, which is 75 per 
cent more than is gained through 
microfilming, becomes all the more 
important when viewed against the 
fact, established through studies con- 
ducted by the Council, that the aver- 
age file or drawer of records in stor- 
age is consulted only once every two 
and one-half years.” 

Additional branches of the Business 
Archives Center are under considera- 
tion for other areas, Mr. Leahy said, 
including downtown and the East 
Side, as well as in other cities. 


GIVE FACTS ON BENEFITS 


To give every employee a complete 
picture of his own stake in the com- 
pany’s life insurance, hospital insur- 
ance, and retirement plans, Employers 
Mutuals of Wausau (Wis.), recently 
issued individual reports to all men 
and women on its payroll. The re- 
ports will be continued annually. 

The report, “Your Personal Share 
in Employers Plans for 1950,” is an 
8% x l1l-inch folder with a _ center 
spread layout showing the amounts of 
policies, employee contributions, and 
benefits. A bar chart presents the 
fact that company contributions to all 
programs exceeded employee contribu- 
tions. 

A few of the figures are standard 
for all employees and are printed. The 
others are typed in. One line gives 
“the approximate amount of your 
check each month after retirement,” 
with the explanation that this figure 
is necessarily based on present salary 
and assumed continuous employment. 

The “Personal Share” report “sells” 
the programs much more effectively 
than general publicity, the company 
believes, because general articles are 
handicapped by the limitations of 
hypothetical examples, which seldom 
quite fit the reader’s case. 


WRITE FOR 


| O Cod CATALOGUE 


STOOLS: Rite-Hite 


@ Fixed Height 
@ Automatic Adjustable 


te 


CHAIRS: Tru-Posture 


@ Secretaria! 
@ Cashiers 
@ Drafting 
@ Executive 
@ School . . . College ’ 
@ Folding, also Trucks ny 


@ Typewriter 

+ ice Machine 

@ Utility 

@ Projection Machine 
@ Artist 


TABLES: Space-Saving 


+ ———- @ Banquet, Folding 
@ Cafeteria, 


Chrome 
ALSO: 
@ Cushions @ Casters 
@ Giides @ Hardwood Seats 


STANDS: Quality 


Why Pay More? 


Why use expensive equipment for storing 
those “seldom referred to" inactive records. 
Their very inactivity demands the lowest 
possible cost for efficient storage. 


LIBERTY Record Storage Boxes are de- 
signed and priced to do this job both effi- 
ciently and economically. Their ability to do 
this job is proved by an accumulation of 
over 89,000 satisfied users. 


CATALOG 


Write today for 
New Catalog of 
Record Storage 
Products and 
Manual of Record 
Storage Practice 


BANKERS BOX COMPANY 


Established 1918 
720 S. Dearborn Street, Chicago, III. 


May, 1950 
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COLE’S 


Complete filing 
AND 


storage systems 


The “PROFESSIONAL” File No. 870 


Ideal for lawyers, accountants, doctors, and 
business offices. Everything at your finger 
tips. Constructed of heavy gauge steel 
Green or gray. Unit contains: 

® Two legal size, ball-bearing files. 

® Two 5x8” drawers (3200 card capacity). 
© Two drawers, 16”x17%2"x1l¥%” 

® Three adjustable storage compartments 


with lock. 
$4995 


With locks on both legal size drawers... $53.95 


The “SECRETARY” File No. 470 


‘ Contains: Two ball-bearing letter files; four 
> 4” x 6” card drawers (6400 capacity); three 


adjustable storage compartments with safety 


The ‘“‘TREASURER’S” File No. 472 


Contains: Two ball-bearing letter files; two 


4” x 6” card drawers (3200 capacity); 
drawer for cancelled checks; three adjust- 
able storage compartments with safety lock. 


The “BANKER’S” File No. 473 


Contains: Three letter files on ball-bearing 
rollers, plus three adjustable storage com- 
partments under lock and key. Size, 37%” 
high, 30%)” wide, 172” deep. Olive green 
or Cole gray. 


lock. Size, 37%” high, 30%” wide, 174%” 
a deep. Olive green or Cole gray. 


$3995 


With locks on both letter size drawers $43.95 


Size, 374,” high, 30%,” wide, 1742” deep. $ 95 


Olive green or Cole gray. 
With 3-drawer plunger-type lock ........ $46.75 
$ 995 Also available with legal size drawers 
hg COC ey $4 + 
With plunger-type lock which avtomatical 
|S drowe $49.30 


With locks on both letter size drawers $43.95 locks all 3 drawers 


Prices 20% higher in Denver and West of Rockies 
FREE CUTS OR PHOTOGRAPHS OF ALL COLE PRODUCTS ARE AVAILABLE ON REQUEST 
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STORAGE AND WARDROBE CABINETS — Solidly built of heavy gauge furniture steel. 
Reinforced doors have 2-way locking device, controlled by parancentric lock. Olive green 


or Cole gray enamel finish. 


No. 7600 Storage Cabinet, 4 adjustable shelves 76” 
No. 7600R Wardrobe Cabinet, chrome coat rod 76 
No. 7600C Combination wardrobe & storage cabinet 76” 


” 


high, 36” wide, 
high, 36” wide, 
high, 36” wide, 


18%" deep $45.85 
18," deep 44.15 
18Y%," deep 49.15 


anne eeaee 


in . 


BLUEPRINT CABINET—Drowers on ball- 
bearing rollers. Green or Gray. 

No. 4030: 5 drawers $86.95; Base, $14 
Inside drawers: 37” w, 25” d, 2%,” h 
Cabinet size: 40” w, 28” d, 15%” h 
No. 4332: 5 drawers......................$124.95 
Inside drawers: 43” w, 32” d, 2%," h 
Cabinet size: 46%” w, 353%" d, 15%," h 

LARGER SIZE AVAILABLE. 


PORTABLE “JUNIOR” FILE — Desk 
height for both hanging or regular fold- 
ers. Lock and 2 keys. 30%” high, 24” 
deep. Olive green or Cole gray finish. 
No. 2654—Lletter Size $20.00 


STEEL CARD BOX—A beautifully 
streamlined steel tickler box for 3x5 
Index Cards. 300 card capacity. Olive 
green or Cole gray finish. 


No. C35 $1.25 


a 


STEEL CARD 

No. Card 
C335 3x5 
C346 39 4x6 
C358 5x8 
C369 = 6x9 


PRICES SLIGHTLY 


TEEL E 


CABINET (1500 Capacity) 
Green or 
Gray 
$2.90 
3.90 


Height Width 
5%” 6” 
6%" 7,” 
7%" 914” 
8%" 10%” 


HIGHER 


4.90 
6.90 


QUIPMEN 


=e en tn te 


IN ZONES 2 AND 3 


STEEL CARD CABINET (3000 Capacity) 


Green or 
No. Card Height Width Gray 


C3352 3x5 5,” 
C3462 4x6 6s 
C3582 5x8 7%,” 
C3692 6x9 8Y,” 


12-5/16” $5.15 
14-7/16” 5.90 
183%” 8.15 
20,” 10.15 
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STEEL SAFE—With a Yale 3-wheel screw 
wedge combination lock and locking 
bolts. 30%,” high, 1434” wide, 2854” 
deep. Olive green or Cole gray. 

No. 2906 $49.50 
Same as above with adjustable shelf 
instead of 2 Vault Boxes. No. 2900 $49.50 


Walnut or Mahogany $9.00 additional. 


PORTABLE DESK FILE — Desk height; 
top slides closed; has lock and key; 
rolls on castors. Green or gray finish. 
No. 854—Letter Size $36.95 
No. 858—Legal Size . $44.95 


COMBINATION CABINET — Top is a 
safety, lock compartment. Bottom is a 
letter size ‘‘Air-Flo'' suspension file. 
Size 30%” high, 14%," wide, 285%” 
deep. Olive green or Cole gray. 

No. 5002 


Walnut or Mahogany $9.00 additional. 
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CHROME ARMCHAIR—Upholstered in 
vinyl-coated simulated leather. Triple- 
plated chrome finish. 31” high, 21” 
wide, 22” deep. Choice of colors. 

No. 4000 ‘ $39.00 


4-DRAWER “AIR-FLO” FILE—With 
ball-bearing cradle suspension for 
smooth operation. Green or gray. 

Letter Size No. 1004 ............ $59.60 
14%,” w, 51%” h, 28%" d 
Legal Size No. 8004 .............. $68.40 
17%,” w, 51%” h, 285%" d 
Automatic lock ....... $11.00 additional 
Walnut or Mahogany finish-add $12.00 


TYPEWRITER TABLE — All steel table. 
Linoleum top with fine aluminum edging. 
Green or gray finish. 253%,” high, 294%,” 
wide, 15,” deep. 


No. 755 $15.00 


BANKER’S NOTE FILE—With improved 
Compressor. 5%” high, 11%” wide, 
154%,” deep. Green or gray finish. 

No. C40—with flat key lock $15.00 
No. C40Y—with Yale lock $18.50 


FREE CUTS OR PHOTOGRAPHS OF ALL COLE PRODUCTS ARE 


STEEL SECURITY BOX — Combination 
lock. 16” x 12” x 7%”. Cole gray 
crinkle finish. No. C1505 — $13.00 
Same as above with Yale lock— 

SEEN: DERNEET Lctnectratutciaaenagniners $14.50 


mame 


STEEL SECURITY BOX -~— Sturdy lock 
with two keys. 114%," x 74%" x 4%". 
Green crinkle finish. No. C180 $5.50 
Same as above with Yale lock— 

RAE erecr een $8.50 


AVAILABLE ON REQUEST 


COLE STEEL EQUIPMENT Cc 
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mets 
Ss 
: 
LETTER SIZE : ’ 
es Be -— < 
: 5 
CHECKS 
= 
- 
ae VOUCHERS 
i 
. INVOICES 
for all size files 
$310 
; SIZES AND PRICES 
Inside Dimensions FIBRE BOARD | STEEL 
DRAWER FRONT DRAWER FRONT 
Suggested Uses | : 
= P File PRICE | File PRICE 
Width Height Length) iy. Single Carton) No. Single Carton 
tLletter Size Pot ae 12% .. 10%, ..24 | E210 . . $3.10. . $3.00 1210L.. . $3.85 . . $3.75 
Letter Size | 12 -- 1%... 15 E210S . 3.00.. 2.90 12108... 3.75... 3.65 
tlegal or Cap....|| 15% . . 10%... 24 .. 32.75.. 3.65 || ISIOL.. 4.85... 4.75 
Invoices | 10% .. 84 ..24 | E109 .. 2.75. 2.65 109L.. 3.40. 3.30 
*2 Rows 8x5 Forms 10% .. 8%... 24 E108 .. 3.05. 2.95 108L.. 3.65. 3.55 
*Invoices or 2 Rows 8x5|) 10% .. 8%. . 18 E108M . 3.00.. 2.90 || 108M 3.60 . 3.50 
Freight Bills eh cs eee Le oe Bs 2.50 1971L. 3.10. 3.00 
Checks . | 10%. .. 4% ..24 | 6104 .. 2.65. 2.55 104L . 3.40 . 3.30 
Drafts or Checks | We .. 4%y..24 | £94 .. 2.10... 2.00 || 194IL 2.60... 2.50 
: Drafts or Checks | We .. %.. 18 | E94M.. 2.05. 1.95 1941M 2.55 . 2.45 
i 5x8 Forms, || 8% .. 5%... 24 | BBS 2. 235.. 2.25 | 1BSIL.. 285... 2.75 
3 *Deposit Slips (2 Rows | 8 ‘ 5% .. 15 | €6sS .. 2.28. 2.15 1851S 2.75 . 2.65 
Deposit Slips | 86% .. 4%4..24 | E84 « Be. 2.00 1841L 2.60 . 2.50 
Tabulating Cards.|| 75% .. 3%. . 24 | E73 —* - 2.00 1731L 2.55 . 2.45 
: *3x5 Cards fee | 6, .. 4g... 24 | E64 « Bee 3.65 1645L 4.85 . 4.75 
5 *4x6 Cards (2Rows) | 12% .. 5 ..24 E24 ~ ae 2.65 1245L 3.40 . 3.30 
: *3x5 Cards (2 Rows) | 10% .. 3%.. 24 E103 .. 2.65. 2.55 103L 3.35 . 3.25 
Vouchers (Upright) Sig. . 10%. . 24 | oe... Be. 2.80 1592L 3.65 . 3.55 
=a Ledger Sheets . a... ee . a. 3.40 912L 4.23. 4.15 
: 4 Ledger Sheets me. ..%..8 EI2 = 4.35 1212M 5.80 . 5.70 
: 
; *These numbers have removable divider partitions. {Packed 6 to a carton—all others |2 to a carton. 
: ; 
* Prices 20% higher in Denver and west of the Rockies 
a 
Bk 


LEGAL SIZE 


FREIGHT BILLS 


FOLLOW BLOCKS 


made for any size file 


75c 


STURDY CONSTRUCTION — Prontos are built of 275- 
Ib. test corrugated fibre board and reinforced with 
steel on the shell and the four corners of the drawers. 


SAVE FLOOR SPACE — Constructed so that they inter- 
lock into solid units and stack as high as the ceiling, 
saving valuable floor space. 


LOCATE YOUR RECORDS EASILY — No more need of 
fussing and fuming. With Pronto files you can get at 
all records just as easily as in your regular active files. 


BEAUTIFUL APPEARANCE — Pronto files are beautiful 
in appearance, finished in an attractive olive green. 
The steel drawer front matches your regular active 
office files. 


PRONTO FILE CORPORATION & 
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G-E Slimline lamps are the most 
modern source of light for offices, 
stores, factories. Available in a wide 
range of whites and colors in lengths 
from 42” to 96”. Single-pin base for 
easy push-pull replacement in sockets. 


ere’s a New Light! 
FOR PHOTO-COPY WORK 


Try G-E Slimline Fluorescent Lamps 
to light your copy board 


@ For better, faster, photo-copy work, 
modernize the lighting of your copy board 
with General Electric GREEN slimline 
lamps. Used in handy equipment such as 
that in the picture below, they will give 
you all these practical advantages: 


1. Lots of light for faster shots. 


2. Even illumination from long tubular light 
sources. 


3. Economy of operation — low current 
cost—low tube replacement cost. 


4. Instant starting to full intensity. 


. 5. Ready availability, of tube from 
any G-E Lamp Distributor. 


See your nearest G-E 
Lamp Sales Office... or 
write General Electric 
Co., Division 166, Nela 
Park, Cleveland 12, Obio. 


GENERAL @@ ELECTRIC 
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ADVERTISERS 


of Office Machines 


and Equipment 


ARE SCHEDULING 


¥ OR é SPACE 


this year in 


OFFICE MANAGEMENT 


and Equipment 
Than Ever Before! 


The better to keep their products in the minds of the 10,000 
Office Executives responsible for specifying and purchasing 
for the Offices of the Nation’s leading Industrial, Financial 
and Commercial Organizations. 


OFFICE MANAGEMENT 
and Equipment 
The Office Executives Own Magazine 


GEYER PUBLICATIONS — Magazine Publishers Sine: 1877 
212 Fifth Avenue, New York 10, N. Y. 
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NOW! TEACH STUDENTS 
a J m : ae Learning to keep a typewriter operating 
to maintain machines in top condition smoothly is a fundamental of good busi- 
, ness training. That's why so many suc- 
cessful business school teachers are 
‘ TYPE CLEANER telling their classes about Sanford’s 
with the Solvene—a type cleaner that does its 
work thoroughly, but without damage 
° s to typewriter type. 
that makes dirt disappear tina 
yet never damages 
typewriter type 
One of the chief complaints that office 
managers make about ordinary type 
cleaners is that they have a tendency to 
pit typewriter type. Solvene’s special 
formula makes dirt literally melt away, 
AND PLATEN but never does the least harm to type- 
ITH APPLICATOR writer type. Solvene has greater 
solvency too. It has a pleasant, non- 
irritating odor, and is non-inflammable. 
Remember that it’s just as important to 
teach your students to turn out clean 
looking letters as it is to teach them to 
type rapidly. So encourage them to use 
Sanford’s Solvene. And if you're not 
already a Solvene user, try it today. It's 
available in many sizes including 4-oz. 
60c and 8-oz. $1.00 with the perfect 
new felt dauber which prevents excess 
fluid on type. 
Sanbord. Sobyene 
@ SANFORD INK COMPANY, Bellwood, Illinois © New York: 500 Fifth Avenue 
e 
Note to Office Managers 
The above message is typical of those that are directed to business 
school teachers month after month by Sanford Ink Company. Each 
message is educational in nature, and urges teachers to instruct 
students in the proper selection of office materials, and the proper 
care of valuable office equipment. 
May, 1950 OFFICE MANAGEMENT AND EQUIPMENT 
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Management 


AND EQUIPMENT 


EDITORIAL 


By Ewing Galloway, N. Y. 


ARRIAGE in the office 


vital consequence to office progress: 


What should office policy be with respect to the employment of married 


women? 


Back in the dead past, most offices refused employment to married women. 
There was not much injustice in this, for most women accepted the tradition 
that marriage is an all-demanding career in itself, and it was still economically 
possible for most of them to adhere to this tradition. ‘Today, more and more 
brides continue to work, in offices which would no more think of barring a 
married woman from employment than they would a married man. 
many offices, the office is hurting itself and its women employees by tacit assump- 
tion—a hangover from the old days—that a woman regards jobs as a stop-gap 
between school and marriage, and that if she does not quit her job immediately 
upon marriage, she will do so as soon as she can. Holding this belief, it is 
natural for the employer to give men employees a better break than women, in 


training and in opportunities for advancement. Is this attitude 


even shrewd? Isn't it time to recognize that women more and more are success- 


fully combining marriage and a career? 


OFFICE MANAGEMENT AND EQUIPMENT 


ALWAYS ALERT to the implications of changing times, the National Ofhce 
Management Association has been putting increasing emphasis during recent 
years on the human side of office work—the part which human attitudes, re- 
actions, and ambitions play in achieving the objective of efhicient office per- 
formance. As president of the association, Hugh Wichert, of Fairmont Foods, 
Inc., who has long been an advocate of more intelligent consideration of human 
factors in the office world, has taken every opportunity of urging on both second- 
ary and top management the high importance of good human relations. 
Included in the many phases of this subject is one which many office execu- 
tives have come to believe deserves far more attention than it has ever received. 
The plentiful wedding bells of May and June accent a question which is of 
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Do office people waste words and time 
in the transaction of their business? 


RECENT COMMENT in Orrick MANAGEMENT AND 
EQUIPMENT, on the subject of office conferences struck 
a responsive chord in the minds of many executives 
who are frequently appalled at the time wasted in 
the bandying of superfluous words around the aver- 
age business office. The creative genius of our people 
has wrought wonders in the invention of time-saving 
devices, yet we permit the waste of prodigious 
amounts of time in our business offices to continue 
unchecked, and largely unheeded. It makes little 
difference whether the words are transmitted orally 
or on paper, the loss of valuable time is clearly ap- 
parent, but as yet no one, to my knowledge, has at- 
tempted to estimate the monetary loss involved. 

Just yesterday, in calling on the vice-president of 
another company, he said, “It’s getting tougher all 
the time to talk to people around here. They always 
seem to be in someone else’s office when I want 
them.” 

“You'll probably get around to following the plan 
of another friend of mine,” I replied. “Get along as 
best you can without conversation. Only when actu- 
ally compelled to, and as a last resort, attempt to 
talk to anyone.” 

When members of our clerical force spend time in 
idle conversation, we don’t like it, and usually tell 
them so, yet those of us at the higher levels will spend 
far more time in unproductive conversation, with 
rarely a thought that our behavior is not fully justi- 
fied. My own experience of forty-five years in the 
employ of seven different employers, and my conver- 
sations with many business executives on the subject, 
not only show that the weakness is widespread, but 
that it is worse in some lines of business than in 
others, and unquestionably has become more pro- 
nounced in recent years. 

It seems particularly serious in a business such as 
steel fabricating, where a large proportion of the 
work being done by the company has never pre- 
viously been produced by them. Much consultation 
between sales, designing, engineering, purchasing, 
production and other officials of the company is 
needed to devise the best method of manufacture. 
In many such businesses, confusion seems to an out- 
sider to be the predominant characteristic of the or- 
ganization. This is substantiated by the prevalence 
of physical or nervous deterioration among members 
of the executive and supervisory staffs of such busi- 
nesses. 
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—LET’S CUT THE CHATTER! 


By JULIAN G. DAVIES 
Secretary-Treasurer 
N. Slater Company 
Hamilton, Ontario 


On the other hand, my experience with railroad 
offices shows a much more orderly pattern of day-to- 
day procedure, one comparatively free of the constant 
turmoil and pressure found in some other businesses. 
Different conditions call for different treatment, but 
one familiar slogan can be usefully applied to all of 
them, viz., Be Concise. 

Many people, men as well as women, seem to have 
been born with an unholy delight in talk for talk’s 
sake, or perhaps to impress others with their knowl- 
edge, and conversation is prolonged far beyond actual 
need. Sometime when you have finished a discussion 
with someone, try to recall how many minutes were 
consumed, just what of value was actually said, in 
what words it could have been expressed concisely, 
and how long it would have taken to speak those 
words. Compare the number of minutes actually 


needed, and the number which were used. Much of 
the difference could be put down to Time Wasted. 
The value to the employer of a large proportion of 
senior as well as junior employees is reduced very 
greatly through a congenital inability to keep con- 
versation within reasonable bounds. 

The loss of time is multiplied when a number of 
people are engaged in a business conference. Re- 
cently a friend complained of being tied up in a 
company conference for a whole afternoon, when ten 
minutes would have given him all he got out of the 
afternoon’s deliberations. How many more of the 
numerous participants derived similar meager bene- 
fits was not stated. 

How can we fight shy of these time-wasting activ- 
ities?) ‘To reduce our conferences drastically means 

(Turn to page 60) 


“« .... an unholy delight in talk for talk’s sake” 
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Photos by John Trauger, Standard Oil Co. (Ohio) 


A mailing in progress in the work-in-process area 


MAIL ROOM EFFICIENCY 


f 


By CHARLES HACKETT 


OUTGOING AND INCOMING MAIL, plus inter- 
office communications and forms add up to a 1g-ton 
average each month at the headquarters offices of 
the Standard Oil Co. of Ohio, in Cleveland. This 
heavy volume of material passes through a highly 
mechanized mail department where special equip- 
ment, adequate space, and studied planning contrib- 
ute to over-all efficient operation. 

Varied operations in the company’s mail room are 
well defined and carefully coordinated. One phase 
of the activity is the work of stuffing envelopes with 
a wide range of company promotional material, com- 
pany publications, statements, checks, invoices, and 
other enclosures, as well as any necessary collating 
for these chores. The girls who do this work are 
off in a section designated as the work-in-process 
area. In the picture above, the girls are preparing 
the company’s cycle billing statements and _ price 
book pages for mailing. Specially constructed shelves 
on the girls’ desks, and special letter trays facilitate 
the handling and movement of the filled envelopes 
toward the outgoing mail section, where are the 
weighing desks, the metering machines, the mail 
table, and the tying machine. (See A through C in 
floor plan, page 31). Under normal conditions, the 
stream of mail from the scales to the rack of ten 
mail bags is a steady one. 

For the handling of incoming mail and inter-office 
communications there is situated right alongside. of 
one entrance (see floor plan) a large sorting table 
identified as for primary sort (see middle photo, 
page 32) at which two girls sort all incoming ma- 
terial according to floors. Upon completion of the 
primary sort, the mail is broken down by routes for 
floor delivery (see top photo, page 32, and plan). 

The sort is so arranged that when the mail is 
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pulled for route delivery it automatically falls in 
line with the geographical locations of the offices to 
which delivery is made. It might also be mentioned 
that each floor sort is so aligned that there are no 
crossing over of hands by the girls, nor is there any 
moving about and getting in one another's way. 

Considerable thought was given to the design of 
mail carts to handle pick-up and deliveries in the 
office. Made of aluminum for minimum weight, and 
equipped with rubber-tired, ball-bearing wheels, these 
custom built push carts also serve to handle pick-up 
and delivery of dictating machine cylinders. There 
are three sections in the tops of the carts—one for 
cylinders, one for mail to be delivered, and one for 
mail being picked up. The bottom of the carts are 
so constructed that in the event that bulky pieces of 
mail are to be picked up, they may be handled on the 
same trip, thereby eliminating the necessity of send- 
ing another clerk for a special pick-up. 

Mail room equipment and machines at the Cleve- 
land headquarters of Standard Oil Co. of Ohio is 
almost entirely from Commercial Controls. Letter 
opening equipment is by Pitney-Bowes. However, 
the sorting units are custom-built by an Ohio fabri- 
cator to meet the special requirements of Standard 
Oil Co. of Ohio. The high volume of mail per. col- 
lection called for extra-deep slots with larger open- 
ings than those normally available. These were 
supplied by the Frick-Gallagher Co. Another re- 
quirement was ample storage space to accommodate 
the large volume of supplies needed to keep the 
operation moving. This need is satisfied to the de- 
gree that trips to central supply are reduced. 

There is other evidence that the department has 
benefited by ingenious ideas. For instance, there is 
no law that prohibits mail clerks from sitting down 
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Another part of the mail room production line 


for the Standard Oil Co. (Ohio) : 


Average of nineteen tons a month of mail 


and inter-olfice communications expedited 


at the job of weighing a continuous stream, but seat- 
ing provision for them is not commonly seen. In 
this mail department, they seat the weighing clerks, 
in one case utilizing a clerical desk, and placing the 
scale in the typewriter well. The other clerk (at 


left in photo at top of page 31) has a handy rack 
in front of her where she speeds up the metering 
operation by sorting her mail by weights. 

It is almost unnecessary to point out that con- 
sideration for the well-being of the staff goes hand 


WORK IN PROCESS AREA 


STUFFING, STATEMENTS. CHECKS. INVOICES 
COLLATING 


PUBLICATIONS. ETC 


EQUIPMENT KEY 

A - WEIGHING DESK SCALE 
B - METER MACHINE 

C + TYING MACHINE 
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in hand with the modern, streamlined layout of this 
mechanized mail department. The room, area of 
which is about 1600 square feet, is brightly lighted 
with modern incandescent fixtures. Acoustical ma- 
terial on the ceiling helps to muffle the sounds of 
the machines, while asphalt tile floor covering in a 
checkered design adds to the brightness of the room. 
The room is air-conditioned. 


From the time the day’s first load of mail is picked 
up at the post office at 7:15 A.M., a comprehensive 
schedule of pick-ups and deliveries of mail to the 
desks of the company’s staff is observed, which, thanks 
to the special carts, is carried out speedily and ef- 
ficiently. Sixteen full-tme employees do the job. 


——a EE ———————siCa | I ls 


Sorting racks, primary sort and floor 
sort, are free from confusion, have 
plenty of storage space for mail room 
supplies. Below: another view of mail 
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An interested group on one of Mutual Life’s guided tours for its staff 


OFFICE MOVING PREVIEW 


IN ADVANCE OF “MOVING DAY,” employees of 
the Mutual Life Insurance Co. of New York are 
getting a preview of what’s in store for them in the 
way of efficiency and comfort at their new 25-story 
home office building in that city. 

In a program to acquaint some 1,500 home office 
personnel with their new quarters, Mutual Life began 
some time ago to take employees on guided tours 
through the new building, which is at Broadway and 
55th St. The structure, designed by Shreve, Lamb & 
Harmon Associates and built by the Turner Con- 


Features of the new building 
were explained in detail 


: ae 
on 


May, 1950 


Sa asi 


OFFICE MANAGEMENT AND EQUIPMENT 


struction Co., is scheduled to be ready for use by 
May 1st. 

Employees toured the building in groups of fifty. 
Three or four departments were represented in each 
group, so that attention was given specifically to those 
floors in which these departments will work. The 


groups went sightseeing, however, through all the 
thirteen floors that the company will use. 
Guides from Mutual Life’s personnel and new 
building divisions, who virtually lived with the struc- 
(To page 64) 
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= NOMA 1950 conference to draw 


4 By KIMBALL DARBY 


CLEVELAND WILL BE THE FOCAL POINT of 
ofhce management executives May 21st through 24th, 
while the National Office Management Association is 
staging there its thirty-first annual International Con- 
ference, combined with an outstanding exhibition of 
office equipment and machines. The scene of the big 
gathering will be the Public Auditorium. 

According to A. C. Spangler, NOMA’s staff director 
in charge of field services, management people from 
the association’s 114 chapters throughout the United 
States and Canada are registering in gratifying num- 
bers for this red-letter event in the ofice management 
year. The conference in following the theme “Plan- 
ning Office Economies—Men, Materials, Machines,” 
has been carefully planned to reflect the thinking of 
the leaders in business and industry everywhere on 
the pressing office problems of the day. The big ex- 
hibition, of great informative value with respect to 
the tools of office work, is at this writing reported as 
being close to the sell-out point. 

The conference is described by Hugh A. Wichert, 
Fairmont Foods Co., Omaha, Neb., president of the 
organization, as being “designed to improve knowl- 
edge through the presentation of ideas, information, 
and the latest in office equipment, methods and pro- 


Hugh Wichert, NOMA president 


Air view of downtown Cleveland 
Photos by Miller-Ertler Studios 
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office executives to CLEVELAND 


MONS Sal 4 wee ae 


950 


Theme, “Planning Office Economies.” bulwarked 
by lively program of discussion and big exhibit 


cedures—aflording, in addition, inspiration and en- 
couragement to today’s office executives.” 

In line with these aims, conference audiences will 
hear addresses and reports bearing on operating econ- 
omies and increased efficiency brought about by work 
simplification, office standards programs, office ma- 
chine selection and maintenance procedures, and the 
effective use of office aids of every description. ‘The 
scientifically planned personnel department and _per- 
sonnel administration and health as they affect the 
economical operation of the office will come under 
close scrutiny, with an entire afternoon given over to 
these subjects. 

The conference program is a measure of the grow- 
ing importance of women in the management field, 
for five women will make a valuable contribution to 
the success of the technical sessions. These are Emma 
C. Lee, Johns-Manville Sales Corp., San Francisco; 
Ella V. Swanson, Carson Crockery Co., Denver, Colo.; 
Vera V. Green, Botwinik Bros., Inc., Worcester, Mass.; 
Mrs. Clifton H. Cox, of the consulting firm of Clifton 
H. Cox Co., Newark, N. J., who, with Mr. Cox, will 
speak on office methods; and Loraine Langstroth, 
Hawaii Employers Council, Honolulu. With the ex- 
ception of Mrs. Cox, all of these women have attained 


Looking west from Cleveland Terminal Tower 


Another view of conference city 
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EXHIBITING AT THE NOMA EXPOSITION 


(as scheduled at press time) 


American Writing Paper Corp. 

— Visible Records, Inc. : 
ressograph-Multigraph Corp. 

R. C. Allen ters Mach., iis. 

Art Metal Construction Co. 

Atlas Stencil Files Co. 

Bankers Box Co. 

Charles Bruning Co., Inc. 

Burroughs Adding Machine Co. 

Cincinnati Time Recorder Co. 

Clary Multiplier Corp. 

Columbia Ribbon & Carbon Mfg. Co., Inc. 

Commercial Controls Corp. 

Ralph C. Coxhead Corp. 

Davidson Duplicator Co. 

A. B. Dick Company 

Dictaphone Corp. 

Diebold, Inc. 

Ditto, Incorporated 

Domore Chair Company, Inc. 

Thomas A. Edison, Inc. 

Elliott Addressing Machine Co. 

Esterbrook Pen Co. 

Executone, Inc. 

Felins Tying Machine Co. 

Felt & Tarrant Mfg. Co. 

Friden Calculating Machine Co., Inc. 

General Electric Co 

General Fireproofing Co. 

The Gray Mfg. Co. 


Gunn Furniture Co. 
Harter Corp. 
Imperial Desk Co. 
Indiana Desk Co. 


Jasper Chair Co. 
Jasper Desk Co. 


Jasper Seating Co. 
Kee Lox Mfg. Co. 
Leopold Co. 


The McBee Co. 


“Office Appliances” 


Payroll Tax Service 


Permoflux Corp. 


Charles R. Hadley Co. 


International Business Machines Corp. 


Jasper Office Furniture Co. 


Gross Engineering Co., Inc. 


Marchant Calculating Machine Co. 
Master Addresser Co. 

Metal Office Furniture Co. 

Monroe Calculating Machine Co. 
National Blank Book Co. 

The National Cash Register Co. 
National Litho Forms Co. 

National Office Management Assoc. 
New Indiana Chair Co. 


“Office Management and Equipment" 
Office Publications Co. 


Peirce Wire Recorder Corp. 


Pitney-Bowes, Inc. 

Record Files, Inc. 

Remington Rand, Inc. 

Reynolds and Reynolds Co. 
Rite-Line Corp. 

Roberts Numbering Machine Co. 
Robotyper Corp. 

Rockwell-Barnes Co. 

Royal Typewriter Co., Inc. 
Safeguard Corp. 

Security Steel Equipment Corp. 
Sikes Co., Inc. 

SoundScriber Corp. 

Standard Duplicating Machines Corp. 
Standard Manifold Co. 

Standard Register Co. 

Stow & Davis Furniture Co. 
Telautograph Corp. 

Thomas Mechanical Collator Co. 
Tiffany Stand Co. 

The Todd Co. 

Underwood Corp. 

Victor Adding Machine Co. 
Visirecord, Inc. 

F. W. Wakefield Brass Co. 
Weber Addressing Machine Co. 
Westinghouse Electric Corp. 
Wood Office Furniture Institute 


Yawman & Erbe Mfg. Co. 


the top elective post in their respective NOMA chap- 
ters. 

The conference keynote speaker will be Dr. Edwin 
G. Nourse, former chairman of the Council of Eco- 
nomic Advisors in the Executive Office of the Presi- 
dent of the United States. Hon. Harold Hoffman, 
former governor of New Jersey, is featured speaker 
at the annual banquet. Other speakers, all of whom 
are regarded as outstanding exponents of scientific 
management, are Dr. George A. Sudimak, medical di- 
rector of General Motors Corp., Warren, Ohio; S. L. 
H. Burk, director of Industrial Relations, Pittsburgh 


Plate Glass Co., Pittsburgh, Pa.; Edmund H. Plant, 
assistant to comptroller, Eastman Kodak Co., Roches- 
ter, N. Y.; T. H. McDonough, H. J. Heinz Co., Pitts- 
burgh, Pa.; Walter M. Lane, commercial director of 
Lever Brothers, Ltd., Toronto, Canada; Charles F. 
Fleckenstein, Standard Accident Insurance Co., De- 
troit, Mich.; Frank F. Middleswart, E. I. duPont de 
Nemours & Co., Wilmington, Del., and Burke Mul- 
doon, Frank M. Knox Co., Cleveland, Ohio. 
Taking part in the opening general session on 
Monday, May 22nd, will be Horace J. Brogley, John- 
son & Johnson, New Brunswick, N. J., national di- 


Where NOMA conference and exhibit will be held—Cleveland Public Auditorium 
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K. B. WILLETT 
Chairman of the Board 


rector of conferences and expositions; C. F. Ingerman, 
Ohio Bell Telephone Co., Cleveland, Ohio, president 
of the Cleveland chapter of NOMA; the Hon. 
Thomas A. Burke, mayor of Cleveland; and NOMA 
President Hugh Wichert. In his capacity of chairman 
of NOMA’s national exposition committee, S. R. 
Leach, York Corp., York, Pa., will give formal recog- 
nition to the office equipment exposition scheduled 
to open that afternoon. The Office Equipment Manu- 
facturers Institute, the Metal Business Equipment 
Industry, and the Wood Office Furniture Institute, 
are cooperating with NOMA, with the promise of the 
largest and most diversified show yet to be held, Mr. 
Leach reports. 

The closing business of this session will be the asso- 
ciation’s annual business meeting, at which the presi- 
dent of NOMA for 1950-51 will be elected. 

National program committee chairman is Arthur 
B. Porter, Hood Rubber Co., Watertown, Mass. He 


EDWIN G. NOURSE 
Keynote Speaker 


May, 1950 


W. MILLER BENNETT 
First Vice-President 


DR. ROBERT P. BRECHT 
Second Vice-President 


will open the Monday afternoon session. Chairman 
of this session will be Miss Langstroth of the Hono- 
lulu chapter. Chairmen of subsequent sessions are: 
Mrs. Lee, who will be moderator of the “Personnel 
Problems” panel; D. B. Larke, Henry Birks & Sons, 
past president of the Montreal chapter; C. L. Ken- 
nedy, City Hydro Electric System, second vice-presi- 
dent of the Winnipeg chapter; Dr. Coleman L. Maze, 
School of Commerce, Accounting and Finance, New 
York University; Myron D. Ross, Jewell Food Stores, 
president of the Office Managers Association of Chi- 
cago, NOMA’s Chicago chapter; D. M. Brice, Plomb 
Tool Co., Los Angeles, past president of the Los An- 
geles chapter, and K. B. Willett, Hardware Mutuals, 
Stevens Point, Wis., past president of NOMA. 

In a new move to improve the effectiveness of chap- 
ter secretaries, a School for Secretaries will be held on 
Sunday, May aust, from 9:30 a.m. to 12:30 p.m. A 

(To page 64) 


WILLIAM H, EVANS 
Secretary-Treasurer 


. 
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LIGHTING for the LOUNGE 
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A lighting solution 


In this attractive office lounge room, 
the 2-lamp 40-watt louvered units are 
mounted in continuous rows on the 
810" ceiling. The average illumination 
is 35 footeandles and the power required 
is 234 watts per square foot. 


The reading lamps contain 100-watt 
filament lamps. 


From files of Engineering Division 
of General Electric’s Lamp Department, 
Cleveland, Ohio. 


Several manufacturers make equip- 
ment which is suitable for this applica- 
tion. 
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Family 
PICTURES 
and the 
EXECUTIVE 


@ Do men and women in executive positions 
differ fundamentally with regard to that popu- 
lar desk decoration—the photograph of spouse 
and/or kiddies? 

Recently on NBC Television’s engrossing 
program, “Leave It To The Girls,” Maggi 
McNellis and a panel made up of Robin 
Chandler, Dorothy Kilgallen, Lois Andrews, 
Betty Furness, and Lawrence Spivak discussed 
the following question submitted by a viewer: 


QUESTION 


It is not uncommon to find a picture of a wife or 
a wife and children on a male executive’s desk. How- 
ever, women executives rarely display such pictures 
on their desks. Is this to lead the public to believe 
that they are more detached when in the business 
world, or to shield the husband from being classed 
as Mrs. Executive’s husband, or to keep the business 
world guessing as to her marital status, or just why? 


DISCUSSION 


Robin: I don’t think she wants to give the impres. 
sion she’s not married, and that is what this letter indi- 
cates. I think a woman who is married and has chil- 
dren is proud of it and is in love with her husband. 
It may be that when she is at her desk she does a lot 
more work than her husband and hasn't time to sit 
and look at pictures and all that sort of nonsense. 
When she is in the office she works. 

Maggi: Well, Robin, do you think that all the men 
sit and look at their wives’ pictures? Is that the thing 
you think they do? 

Robin: I know darn well they don't. 

Lawrence: Maggi, what type usually marries a 
woman executive? A little mouse-—and a mouse looks 
much better in a trap than in a picture frame. 
Maggi: Do you suggest she has a trap in her office 
for her husband, to put him in? I don’t think the 
girls agree with you! 

Dorothy: One of the most attractive men I know— 
and Maggi knows him too—is Seymour Berkson. 
He’s the kind of a man that any girl would whistle 
at and his wife is a female executive, and very pretty 
and blond, too! 

Lawrence: Dorothy, it’s the exception that always 
proves the rule. 

Lois: Sometimes a woman gets married when she 
is a lot younger than the man. I think the woman’s 
no-picture-on-the-desk-routine comes from the fact 
that a woman is more detached in the business world 


May, 1950 


a 


Pi 
Maggi MeNellis 


than a man is. Often the man uses his wife’s picture 
as a shield from a secretary. 

Lawrence: Maggi, V'll really tell you why you find 
pictures of women on men’s desks and very seldom 
pictures of men on women’s desks. You women are 
very, very smart and you make darn sure your hus- 
band has pictures of you, the most beautiful pictures 
possible, and of all your little children! Men are not 
nearly as smart nor nearly as tricky and they just 
don’t think of anything like that. They don’t think 
of planting a picture on their wives’ desks so that 
everybody knows she is married. Has that ever oc- 
curred to any of you? 

Maggi: No! It is occurring to me now that you are 
saying it is not the woman's idea not to have her hus- 
band’s picture on her desk—it is just that the man 
doesn’t give her the picture to put there. So | 
think. ... 

Lawrence: No! It is the woman's idea not to have it 
and the man is never smart enough. . . . 

Maggi: . . . to put one there himself that she couldn't 
take away. 

Lawrence: But it isn’t usually the man’s idea to have 
his wife’s picture on his desk. It is usually the wife's 
side of it. 

Maggi: Oh! Do you agree with that, Robin? 
Robin: Well, I think that Lawrence has just admit- 
ted that men don’t put their wives’ and children’s pic- 
tures on their desks because they are terribly devoted 
to them, but that their wives put them there. I think 
you will admit that they are railroaded into some- 
thing, which shows how weak you men are. 
Lawrence: 1 resent that. I haven't admitted any- 
thing. I’m not talking for myself, but for the men of 
America. 

Robin: Well, I feel sorry for the men of America. 
Speak up, men! I think you are getting a raw deal! 
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Left column, top to bottom: compact secretarial arrange: 

ment; in reception room; typists’ desks (see plan below), 

Right column, top to bottom: conference section, presi- 
dent’s office; another view of president's office. 
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te} FOR FLOOR SPACE ECONOMY 


THE OFFICES of J. Halperin & Co., mortgage spe- 
cialists who recently moved into the new, air-condi- 
tioned National City Bank Building in Jamaica, New 
York, are noteworthy for more than handsome, im- 
pressive appearance. In the course of planning each 
square foot for maximum utilization of space, the 
4 designers, Maurice and Joseph Mogulescu, of De- 
: signs for Business, Inc., New York, and Tom Bloom, 
staff designer in charge of the projects, helped develop 
the functional interior design of the area to the point 
where it makes significant contributions to office rou- 
tine. 

Outstanding among the innovations are custom- 
designed typists’ desks in the processing, or clerical, 
department. Adapting an idea from the old roll-top 
desk, with its numerous cubby-holes, a new desk in 
contemporary, functional form has been worked out, 
with the area above the desk utilized for the tempo- 
rary piling of applications and folders. In this way 
the size of each desk has been reduced by 50 per cent. 
The open compartment units attached to the desk 
tops make possible immediate classification of folders, 
routing them towards mailing, filing, or additional 
processing in a single operation. 

The processing department is separated from two 
end offices by walls equipped with sliding glass panes 
to permit direct exchange of conversation and as well 


Above: one of the executive offices at J. Halperin & Co. Below: plan of the clerical section shown in drawing on opposite 
page, indicating the increased space economy and working efficiency attained by design of Halperin offices. 
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Lobby corner 


as constant supervision. Work streams from the end 
offices to the section of desks closest to these offices. 
Clerks in the center rows receive applications, obtain 
credit reports, and make notations on colored folders. 
Then they pass information back for recording on a 
rotating Wheeldex card file, and forward to a pool of 
typists. 

Folders which have to be followed up are kept in 
a large steel cabinet recessed into a wall niche. Since 
a differently colored folder is used each week, the 
cabinet has an open front to reveal at a glance which 
must be taken care of first. 

The compact offices flanking the processing area are 
duplicates of one another, and are designed to receive 
builders, purchasers, and applications that come in 
by mail. Each has two standard linoleum-top steel 
desks for the man in charge and his secretary. To the 
latter’s desk, however, has been added a cubbyhole 
unit similar to those of the custom-made desks. Each 
office also includes an interview alcove, which can be 
shut off for privacy with a sound-muffling sliding 
fold door. 

Other methods employed to create an uncluttered 
and efficient business interior include off-the-floor 
cabinets built on walls within arm’s reach of persons 
seated at desks, storage compartments combined with 
radiator units in built-in cabinets, and flush storage 
wall closets. 

The bookkeeping, sales, and secretarial depart- 
ments are separated; however, all rooms have glass 
partitions which permit supervision at all times, and 
all have complete access to the center file and storage 
room. 
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In the executive offices, an air of quiet luxury pre- 
vails. Furniture in simple modern lines, executed in 
rich medium-toned woods and set off by muted color 
schemes, conveys a feeling of solidity, dignity, and 
confidence. 

The decorative theme of the reception room is one 
of restrained elegance, sparked by lively touches. 
Rich natural walnut paneling, forming a partial wall 
on one side, extends over the switchboard to conceal 
the apparatus from view. ‘Iwo large, plastic-topped 
walnut desks, for the switchboard operator and the 
receptionist, are placed side by side, to serve as a con- 
tinuation of the paneled wall. A walnut-framed glass 
partition separates the reception room from the foyer 
behind it, giving it a light, open effect. 

Injecting warm, bright notes into the room are 
straight-lined upholstered settees covered with a bold 
modern geometric pattern in brown and tangerine 
on a beige background. Smaller chairs are covered 
with a solid-colored tangerine fabric. 

Solt glareless light comes from coves in the acous- 
tical ceiling and from a strip of egg-crate louvers in 
the adjoining foyer ceiling. 

Setting the tone for the entire suite of offices, the 
reception area establishes a basic color scheme—light 
gray with decorative accents of brown and tangerine. 
Light gray walls and lemon yellow walls are con- 
tinued throughout the office. 


CREDITS 


Steel desks, tables, and posture chairs: Metal Office 
Furniture Co.; dictating equipment: Dictaphone 
Corp.; rotary file equipment: Diebold, Inc., and 
Wheeldex Co., Inc.; intercommunicalion equipment: 
Interphone Sales Co.; automatic typewriter: Ameri- 
can Automatic Typewriter Co.; bookkeeping ma- 


chines: National Cash Register Co.; duplicating ma- 
chines: Addressograph-Multigraph Corp.; adding and 


calculating machines: Monroe Calculating Machine 
Co.; Friden Calculating Machine Co., Olivetti Export 
Div., and Clary Multiplier Corp.; check handling 


machines: Safeguard Corp., Paymaster Corp., and 
Cummins Business Machines Co.; photocopying 
equipment: American Photocopying Equipment Co.; 


postage meter: Pitney-Bowes, Inc.; scales: Commer- 


cial Controls Corp. 
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A session on training at The Texas Company 


JOB METHODS TRAINING 


How The Texas Company helps to open 
the road to advancement for its employees 


AVENUES OF ADVANCEMENT are kept wide 
open for employees of The Texas Company. Any 
of the more than 2,000 office employees in the firm's 
New York offices in the Chrysler Building and in 
several other buildings nearby, or in office and oper- 
ating departments in its many widely distributed 
branches, has the chance to rise to the top, when 
opportunities arise, if he has the necessary ambition 
and ability. 

Practical proof of the reality of this opportunity 
is the fact that many of the firm’s present officers 
have risen from the ranks, starting in minor positions, 
climbing the rungs, and in many instances, rounding 
out their experience in the operating field. Often 
this process works in reverse, with operating execu- 
tives who have worked their way up gaining the di- 
versified experience needed for leadership in the 
gneral offices. 

With these incentives for learning and with flexible 
methods of training, the result of study and experi- 
ment, it is only natural that The Texas Company's 
office employees should be a genuinely efficient and 
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cooperative group. ‘Training by doing the actual 
work, one of the most important methods of instruc- 
tion that the company employs, enables them to ac- 
quire proficiency in the various phases of office pro- 
cedure and to fit themselves for advancement. 

This training enlists the cooperation of supervisors 
and skilled workers in teaching new and unskilled 
employees as they perform their work. Learning be- 
comes a simpler and more rapid process, this com- 
pany’s experience shows, when in addition to studying 
techniques in a classroom, learners apply them di- 
rectly and are expected to show results in perform- 
ance. One of the outstanding benefits of such train- 
ing is in showing employees how to deal with prob- 
lems as they arise. 

Responsibility placed upon supervisors and skilled 
workers for training employees on the job develops 
their own initiative and leadership, as well as insur- 
ing the close attention and observation essential to 
the welfare of new workers. 

Receptionists and messengers whose training is su- 
pervised by the Comptroller's Depariment are 
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brought together in group meetings, complementing 
their learning by doing. This shared instruction 
makes day by day contacts of these employees inter- 
esting, educational, and profitable. 

As messengers learn their duties and become fa- 
miliar with the various activities, they advance, usu- 
ally to office positions requiring greater skill. ‘Their 
own inclinations and the observation of the Comp- 
troller’s and other departments suggest the phase of 
work for which they are best fitted. 

All vacancies within the secretarial group are, as 
far as possible, filled from within the organization. 
Thus stenographers and typists, who are required to 
pass tests of ability to qualify for their own jobs, have 
the opportunity to advance. 

Although no formal classes are regularly Held, com- 
plementary basic training is often provided, permit- 
ting individuals or group instruction when this seems 
desirable. 

Employees are also encouraged to increase their 
knowledge of the job they are doing or.of. related 
work through instruction given by public schools, 
colleges, universities, or by correspondence. These 


educational aids make daily work in the offices inter-_ 


esting and help to shape executives. 


INCENTIVE TO LEARNING 

With the personal contacts and close observation 
furthered by training while on the job, promotion 
and increase by merit rather than at stated periods 
produce the most favorable results in accelerating 
effort and achievement, this company finds. Aware- 
ness that ability is amply rewarded combines with 
vacations, life insurance, pensions, and other em- 
ployee benefits to serve as inducements that keep 
turnover at a minimum and make for a personnel 
interest in working “for the long pull’ leading to 
executive positions. 

The fact that 86 per cent of the veterans of World 
War II, who had been given military leaves of ab- 
sence by The Texas Company returned to the com- 
pany, suggests its success in providing the incentives 
that capable men and women seek. 

Capable office employees are often transferred, with 


A. Devaney, Inc., N. Y. 
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added responsibilities, to the field. These changes 
provide the varied experience essential for develop- 
ment. 

One interesting phase of training in offices is de- 
signed to acquaint employees with fundamental tech- 
nical processes and to inform them regarding field 
activities. Movies made by The Texas Company in 
the field are shown to groups of office workers as 
well as to members of the sales staff. The Texaco 
Star, distributed to employees and stockholders, and 
Texaco Topics, the employee magazine, also feature 
various phases of the oil industry, including the de- 
velopment of new: processes and their improvement. 
Such ,kniowledge ‘permits employees to handle ¢orre- 
spondence with greater interest and intelligence, as 
they understand the subjects dealt with and the 
functions of the individuals to whom they write. 
Familiarity with technical terminology is also ac- 
quired by these means. 


RELATION TO THE WHOLE 


With a broad knowledge of general operations, it 
follows that employees more clearly realize the sig- 
nificance of their own jobs in relation to the entire 
picture. This understanding of why a particular task 
is performed very effectively steps up the performer’s 
effort and productivity. Education in company ac- 
tivities, also furthered through reading matter, has 
the added advantage of preparing employees for 
duties in the field, should occasion arise. 

Supervisors have been given job relations training to 
assist them in handling problems or to prevent difh- 
cult situations from arising. Job relations training 
emphasizes the application of the Golden Rule and 
common sense. Job methods training helps super- 
visors and other employees to simplify operations by 
making the best use of manpower, machines, and 
materials available. 

Too often people look upon education as some- 
thing which comes to an end when the traditional 
years of schooling come to an end and the work 
years begin. Education, properly, is a_ life-long 
process. 


4e¢ 


SCHOOL BUS 


sit 


Education, properly, is a 
life-long process 
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ELECTRIC FANFOLD WRITING MACHINE 
which features automatic retraction of carbon paper, 
is a product of the Underwood Corp., | Park Ave., 
New York. A form-measuring gauge equipped with 
clamp, grips and holds the top edge of a completed 
set of forms, while the carbon paper is automatically 
and electrically moved into the following set of 
forms. Designed for use with either floating sheet 
carbon or roll carbon, this multicopy electric writ- 
ing machine is said to increase production and 
reduce operator effort to a minimum. It is par- 
ticularly devised for preparing purchase orders, in- 
voices, bills of lading, waybills, and other writing 
applications involving the use of continuous forms. 


MAGNETIC TAPE RECORDER 

one of eight new models being introduced by the 
Brush Development Co., 3405 Perkins Ave., Cleveland, 
is called the Educational model. Available in dark 
mahogany or blonde finish (as illustrated), it comes 
in both automatic and manual mechanism and for 
30- and 60-minute playing time. Among its new 
developments are greater volume without need 
for separate amplifier: special panels on back of 
cabinet for input and output connections which make 
it unnecessary to remove back panel for radio con- 
nection; and handle affixed to unit to make it trans- 
portable. 


FIRE FORTRESS SAFE 

providing both fire and burglary protection for rec- 
ords, cash, and valuables, is being manufactured by 
the Mosler Safe Co., 320 Fifth Ave., New York. Safe 
has inside dimensions of 18!/2 x 1434 inches, and a 
depth of 20 inches, and comes equipped with sev- 
eral sizes of money chests. It carries Underwriters’ 
Laboratories, Inc., fire and burglary labels and simi- 
lar ones from Safe Manufacturers National Associa- 
tion. Gets low E insurance rate. 
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new things in the news 


DICTEX DICTATING MACHINE 


weighs only 8!/2 pounds, occupies a desk area no 
larger than a business envelope. Uses magnetic 
belts which can be used many times, due to a 
special erasing feature. All dictating process units, 
dictating, transcribing, and erasing, are in the same 
machine. Three electronic tubes and components 
comprise the electrical circuit. Accessories furnished 
include a microphone, head set, foot operated 
switch, and a line cord. A soft speaker and roller 
table are available optionally. Unit is manufac- 
tured by Folco Products Co., 2105 East 7Ist St., 
Chicago, and full details are available from them. 


LABEL PASTER 

from the Potdevin Machine Co., 1285 38th St., 
Brooklyn, N. Y., is a semi-automatic feed model. 
Ungummed labels are stacked in adjustable hopper, 
accommodating labels up to 5!/2 inches wide. Opera- 
tor touches the feed actuator with back of hand. 
This causes one label to be fed through machine 
automatically. Label picks up a coating of adhe- 
sive and is delivered to operator's fingertips. Amount 
of adhesive applied is controlled by a dial regulator. 
Machine is sturdily constructed and is equipped 
with a 1/20 h.p. motor. 


PHONE BASE UNIT 

is the latest addition to the line of wheel card files 
made by the Wheeldex Co., 40 Bank St., White 
Plains, N. Y. File carries 1,000 cards in loose leaf 
arrangement. A rectangular base telephone simply 
sets in the tubular stand and is provided with a con- 
venient index. Unit sells for $19.50 with 1,000 cards 
and alphabetical index. 


ELEVATOR STAND 

the Royal model, manufactured by Maso Steel Prod- 
ucts, 81 West Van Buren St., Chicago, is now avail- 
able with tops of oak or walnut veneer, masonite, or 
steel. The wood and masonite tops measure 1534 
x 35 inches opened full, and the all-steel tops meas- 
ure 14!/. x 35-inches. All stands are 27 inches high 
and feature an off-set brace on the easy operating 
elevator device. Stands are now completely set-up 
at the factory; packed one to a carton with a 
shipping weight of about 27 pounds. 
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things in the news 


CONFIDENTIAL SECRETARY 
is the name given to this 5!/2 x 12-inch, 10-pocket 
work organizer designed for the use of telephone 
operators and receptionists. With it, messages are 
found at a "flip," and are also kept confidential in 
the pockets. Distributed by Perma Products Co., 
P. O. Box 25, Linwood Station, Detroit. 


STATIONERY RACK 
in grey hammerloid finish has been placed on the 
market by Mim-E-O Stencil Files Co., 2819 Belmont 
Ave., Chicago. Made of steel, it has four com- 
partments for holding standard size correspondence 
papers, order blanks, and other items. Stands up- 
right or lies flat, and can also be hung on wall. 
Has secure rubber feet on the bottom and back. 


PORTABLE TYPEWRITER 

the Royal Companion, is announced by the Royal 
Typewriter Co., 2 Park Ave., New York. It is priced 
to retail at $69.50. It is a full-size machine that 
offers such features as shift freedom; quality type- 
bar escapement; Finger-Flow keys; speed spacer; 
acceleraction, and a finish of soft brown. Comes with 
a harmonizing brown fabric covered case which is 
durable and attractive. 


MEMO PAD 
equipped with a finger-control roller for proper 
paper movement, is new from the Mayer Mfg. Corp., 
3130 West 5ist St., Chicago. The Mayco roll memo 
pad uses standard adding machine paper roll, is 
made of metal with a brown crackled finish. Has 
rubber feet and a base filing compartment for pins 
and clips. When a memo is completed, the simple 
turning of control bar moves paper upward so that 
it can be torn off easily. Retail priced at $2. A 
chrome plated model is available at $3.50. 
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MILLION DOLLAR DESK PLANT 
construction on which will begin soon, has been 
announced by David A. Hillstrom, right, president 
of the Corry-Jamestown Mfg. Corp., Corry, Pa., 
producers of the Steel Age line of office appliances. 
To be built on a 200-acre tract near Corry, the 
plant will be a one-story, straight-line production 
unit having 96,000 square feet of floor space. It 
will be in operation in 1951. Mr. Hillstrom said 
that the modern design will allow raw materials to 
be unloaded at one end of the plant, and finished 
products to be shipped from the other. Walter 
Kidde Constructors, Inc., New York, prepared the 
plans, but actual construction will be supervised by 
the desk company's Orlo A. Ewing, long experienced 
in plant engineering. Other units will be developed 
on the same site. 


PLASTIC TAB GUIDES 

made by the Sell Corp., 531 South Jefferson St., 
Chicago, are now produced of Tenite, which is said 
to render them resistant to cracking, splitting, chip- 
ping, and discoloration. Tabs are available in all 
standard and special widths and sizes. Other ad- 
vantages claimed for them include greater ease and 
visibility in finding and filing due to 45 degree 
angle tab; spring action for tighter inserts.  Illus- 
tration shows front and rear views. 


WINDOW FAN 

model KW-20, is ruggedly constructed to insure ser- 
vice-free comfort. Rubber mounted for quiet opera- 
tion, this fan has heavy duty 1/12 H.P. two-speed 
motor and a 20-inch 3-blade Vairified impeller. I+ is 
adjustable for windows 29 to 34 inches wide. Finished 
in grey, it is a product of Kisco Co., Inc., 2400 DeKalb 
St., St. Louis. 


MAP FLAGS 


available in all colors, have recently been added to 
the line of maptacks products produced by the George 
B. Graff Co., 54 Washburn Ave., Cambridge, Mass. 
The flags are 5% x I-inch in size, and come in two 
shapes—rectangular and triangular. They are as- 
sembled with LM (long) maptacks as staffs, and 
come packed 20 flags to a box, of one color and 
shape. Also available in an assortment of 25 flags in 
five colors, two shapes, in cellophane envelope. 


DESK RACK 

an efficient desk organizer called the Cata-Rack, 
is introduced by the Sengbusch Self-Closing Ink- 
stand Co., 2222 West Clybourn St., Milwaukee. De- 
signed for large books, catalogs, and directories, 
the rack is all-steel riveted. Has convenient handles 
and rubber feet for protection of desk. Comes in 
grey or green finish and is 17!/4-inches long, 9!/2- 
inches wide, and 8-inches high. Price: $6.95. 
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EXTENDING CONVENIENCE OF MICROFLM 

Film 'N File, Inc., 330 West 42nd St., New York, 
has conceived a new process whereby individual 
microfilm frames can be inserted into plain or tabu- 
lating cards, such as those made by IBM, Reming- 
ton-Rand, McBee Keysort, E-Z Sort, and others. 
With the system, a 3 x 5-inch card can contain both 
the indexing and the microfilm image of a record 
as large as 36 x 48 inches, without damage to either 
card or film. The process applies from one to 
four windows for microfilm insertion. A cellulose 
acetate coated with an adhesive secures microfilm to 
card. The Filmsort mounter shears the film roll and 
bonds to the cards more than 400 microfilm frames 
hourly. Mounter positions individual frames with 
card window. Microfilm images are read or enlarged 
directly from the cards, and the viewer with its 
special card holder immediately enlarges the images 
on a 16 x 16-inch screen. Shown above are a girl 
engaged in mounting microfilm frames, and a close- 
up of the Filmsort mounter. At right, microfilm 
camera, and viewer with special card holder. 


MOISTENING DISPENSER 
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Standard Transport model, made by the Hummel 
Co., is available from L. Hyman & Sons, 102 Prince 
St., New York. Featuring the “Brush With a Back- 
bone", this model will accommodate one or two 
rolls of gummed tape with a maximum width of 
3 inches. Also available in moistening widths of 
4, 5, 6, 8, 10, 12, 14, and 16 inches. Features in- 
clude elimination of brush sag; controlled tape ten- 
sion; large moistening unit; corrosion-resistant con- 
struction. Model is 1134-inches long, 5!/2-inches 
wide. Has a shipping weight of 4!/2 pounds. 


OFFICE MACHINE STAND 
trade-named the Dan-Dee, is now being produced 
by National Suppliers, 3214 West Augusta Blvd., 
Chicago. The typewriter-adding machine stand has 
a frame of heavy gauge furniture steel, electrically 
welded. Top surface consists of a rubber mat which 
holds machine securely, reduces noise and vibration. 
Also has two removable shelves and easy rolling 
casters. Size is 26!/2 inches high; 18 inches wide, 
and 16 inches deep. Priced at $8.95 each, stands 
come in grey, green, or walnut hammerloid finishes. 
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new things in the news 


VISUAL NUMBER SETTING 


is quickly provided by this Speed-set machine manu- 
factured by the American Numbering Machine Co., 
Inc., Atlantic & Shepherd Aves., Brooklyn, N. Y. 
Banks and industrial users are said to find it an 
efficient means for placing identification numbers 
on business forms, in some cases, it being faster 
than typed or written numbers. Light in weight, 
the machi is designed for conveni and 
efficiency. 


27-DRAWER CABINET 


an all-purpose type that can be used for classifying 
and storing checks, drafts, invoices, artwork, forms, 
and other items, is available from the Cole Steel 
Equipment Co., 285 Madison Ave., New York. Made 
of heavy gauge steel, cabinet is 30 inches wide, 
37!/2-inches high, and 13'/-inches deep. Drawers are 
9 x 3 x 12 inches. Comes in olive green or Cole 
grey, complete with locking bar which locks all 27 
drawers. Priced at $47.95. 


MANUAL TYPEWRITER 

the 1950 Super-Riter by Remington Rand, Inc., 315 
Fourth Ave., New York, is designed to fractionalize 
typing station costs. New Fold-a-matic construction 
is emphasized. All side plates remove in seconds, 
and the hinged carriage assembly folds back, thus 
encouraging thorough cleaning and ease of main- 
tenance. Another innovation is its 60-0-60 Perfect 
Positioning Scale, a paper insertion scale which is 
said to eliminate most of the work formerly required 
to center typing, set margins, and assure letters 
properly placed upon letterhead. 


JOG-A-SORTER 
from Ditto, Inc., 2243 West Harrison St., Chicago, 
weighs only 22 pounds, requires space of a standard 
typewriter, and performs a long list of jobs. It jogs 
a ream or more of paper or forms for gumming, 
storing, or printing; separates or sorts sets of forms 
into originals and duplicates, keeping all copies in 
original order; jogs and aligns collated and gathered 
sets, and performs several other functions. The 
jogging table provides varying degrees of vibration, 
thus machine handles varying weights and sizes of 
paper without adjustment. Full details from company. 
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Tools of the Office 


This month: mail room equipment, 
steel shelving, and floor covering 


MAIL ROOM SCALES 


Borg-Erickson Corp., 469 E. Ohio St., Chicago 

Model 1000 Parcel Post Scale 

@ Platform measures 8” x 10” x 2” high, weighs 5 Ibs. 
Platform described as “all weighing” surface. Dial regis- 
ters weight through window right in platform. To accomo- 
date packages so large as to cover dial, scale has a dial 
lock which, when in “on” position will freeze indicator at 
feight figure for later reading. Dustproof and rustproof. 
Capacity 50 Ibs. Price $12.50. 


B-T Co., 277 East Erie St., Milwaukee, Wis. 
Mite Scales 


@ Two models in identical cases—one in a 1-lb. capacity 
postal scale showing all rates; the other a 4-lb. capacity 
parcel post scale showing all rates. 3oth models are 
444” x 214”, and 4%” high. Constructed of steel and brass 
with all moving parts plated to insure against rust. 
have a baked enamel finish. Both of these items are of the 
spring-type. Firm has designed a dial showing rates, which 
it believes to be the easiest to read of any on the market. 
Each model priced at $2.50, list. 


Cases 


Commercial Controls Corp., Rochester, N. Y. 
Model 100 Letter Scales 
@ Dimensions: Width 1414”, depth 8”, height 10%”, 
weight 13 Ibs. Two models—20-0z. and 3-lb. capacities. 
Mechanism enclosed in one-piece housing of pressed steel. 
Wrinkle finish in standard two-tone grey. Hairline, pen- 
dulum-type indicator extends across entire chart and lies 
close to the surface, assuring quick and accurate reading. 
Spirit level permits adjustment to out-of-level working sur- 
faces. V-type platform holds envelopes and packages of any 
size or shape. Adjustable check link assures weighing accu- 
racy regardless of position of load on platform. Has replace- 
able metal chart. Automatically indicates exact postage on 
first-class, air-mail, third-class, air and surface parcel post 
by zones, and air-mail rate for post and postal cards. 
Weights are shown in quarter-ounce graduations for quick 
computation of postage to other countries. Large, easy-to- 
read figures. 

Price: $92.50 f.o.b. Dayton, Ohio. 
Ib. capacity Parcel Post Scale. 


Also 


available is 70- 


From the left: B-T Co.'s 
Mite (for Parcel-Post); 
Toledo Seale Co.’s No. 
419; Borg-Erickson Co.'s 
Model 1000; and Hanson 
Seale Co.’s No. 1546. 
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Capacity 70 lbs. x 2 oz. Finish oven-baked black morocco. 
Has computations for all zones. On this model, one figure 
representing weight of the package is revealed in bold, mag- 
nified size in one of a series of illuminated zone windows. 
Patented shock absorbing rack takes up the stress of heavy 
packages, cushioning the movement of the drumchart im- 
mediately, facilitating quick reading, and saving wear and 
tear on the mechanism. Special “gun-sight” indicator helps 
eliminate error in reading of chart figures. Drumchart 
can easily be changed in event of change in postal regu- 
lations. 


Hanson Scale Co., 515 No. Ada St., Chicago 

No. 1546 Postal Scale 

@ Dimensions are 6%” x 5%” x 214”. Platform is 2” x 3”, 
stainless steel case constructed of Lustron plastic, and the 
scale mechanism is suspended in a steel channel independ- 
ent of the case. 

The scale records weights up to 2 Ibs. by ounces and 
computes first class mail, and merchandise up to 2 Ibs., 
and airmail up to 8 ozs. Dial is so constructed that it can 
be easily removed and changed if new parcel post or mail 
rates are put into effect without necessitating the return of 
the entire scale to the factory or scale repair shop for ad- 
justment. 

This model retails for $4.95. 


Pelouze Mfg. Co., Chicago, Ill. 

M-10 Speed Mail Scale 

@ Capacity: 10 Ibs. by ozs. Size: 8” wide x 534” x 9%” 
high. Tabulated parcel post rates can be read easily. Bril- 
liant black figures against bright silver background, fired 


Right: Commercial 
Controls’ Letter 
Seale No. 100. 


a a 4 ves 
. a i : aes 
—A continuing series 
Detecto Scales, Inc., 540 Park Ave., Brooklyn, N. Y. 
Post-O-Meter No. 4601—Parcel Post Scale 
@ Height 134%”; base 21%” x 18”. Platform 1614” x 13”. 
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MAIL ROOM SCALES 
Tools of the Office 


OTHER MAIL EQUIPMENT 
Tools of the Ofiice 


on inside of glass dial. Pointer behind dial does not ob- 
scure figures. Shows all rates, instantly and accurately. 
Dial easily and economically replaced in case of change in 
postal rates. Spring-type. “Holds tolerances to 1/1000th 
of an inch—considered impossible in scales of this type in 
the past,” Pelouze claims. Price: $8.95. 


Pitney-Bowes, Inc., Stamford, Conn. 

All-Purpose Mailing Scale 

@ Platform 9” x 10”. Capacity 3 Ibs. in % oz. incre- 
ments. Finished in grey wrinkle and stainless steel. Auto- 
matic pendulum action, easy-to-read chart with 3/16” 
graduations. 


Toledo Scale Co., Toledo, Ohio 

Model 419 Scale—Other Types 

@ Handles all classes of mail and parcel post. Pendulum 
scale (no springs). Capacity 5 lbs. Overall dimensions 
1814” high, 1734” long, 8” wide. Finished in lustrous black 
enamel. Price, $95. 

For full capacity parcel post, with computing for all 
zones, Toledo builds Model 3659, a cylinder-type scale 
with pendulum principle. Chart ulilminates automatically. 
Capacity 70 bs. Overall dimensions 144%” high, 1734” long, 
14%” wide. A 17” x 11” platter located on top of scale. 
Lustrous black enamel finish. Price $205, Parcel Post map 
included. 

Complete Toledo line includes seven models to meet 
full range of requirements. Each is a pendulum-type scale. 


Triner Scale & Mfg. Co., 2714 W. 21st St., Chicago, Ill. 
All-Mail Computing Scales 
@ Dimensions: Over-all height 1434”; width at dial 1414”; 
base 7” x 12”; platform 6%” x 8”. Capacities from 3 lbs. 
to 8 Ibs. All-steel construction, dark green finish, positive 
reading chart. Double pendulum unit operating on ball- 
bearings, full floating compound lever system, indicator 
made of pressed steel and equipped with ball-bearing races. 
Parcel Post Scales with various capacities are also 
available. 


Above, left: Triner Seale’s 
All-Mail model, and Pelouze 
Mfg. Co.’s M-10 Special Mail 
Seale. Right: Detecto Scales’ 
Post-O-Meter No. 4601. 
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Addressograph-Multigraph Co., 1200 Babbitt Rd., 
Cleveland, Ohio 
Multigraph Noiseless Folder. Model 1522 
@ Measures 36” long, 17” wide, and 40” high. Brown 
crackle finish. All metal construction. Large casters for 
easy moving, 4 hp motor, automatic paper Feeder. Fold- 
ing accomplished by silent rollers and belt, no knives, gears 
or cams. Adjustments for various folds made without 
tools. Production speeds range from 4,000 to 15,000 folded 
pieces per hour—speed is governed by size of sheet to be 
folded. One, two or three folds can be made and it will 
also fold several sheets of paper pinned or stapled together. 
“Practically every fold needed in daily office routine can 
be made quickly and quietly,” maker says. 


Addressograph- 
Multigraph’s 
folding machine, 

No. 


Commercial Controls Corp., Rochester, N. Y. 
Multisealer 
@ Dimensions: 15” long, 8” wide, 9%” high. Sturdily 
constructed. Self-lubricating bearings. Rubber feet hold 
machine firmly in position. Adjustable receiving hopper 
accommodates various sized envelopes. Streamlined design, 
finished in soft grey wrinkle with satin stainless steel trim. 
Patented water feed assures uniform flow of water to the 
gummed envelope flap. Any excess water is automatically 
returned to the tank. Large, clear plastic water tank. Seals 
all standard sized envelopes. 

Price: $190 f.o.b., Rochester, plus Federal excise tax. 


Commercial Controls Corp., Rochester, N. Y. 
Multiopener 
@ Dimensions: 15” long, 8” wide, 9%” high. Sturdily 
constructed electric operation. Self-lubricating bearings. 
Rubber feet hold machine firmly in position. Adjustable 
receiving hopper to accommodate various sized envelopes. 
Streamlined design, finished in soft grey wrinkle with satin 
stainless steel trim. Automatic, high-speed. Dial may be set 
for light, medium or heavy cut. Uniform cutting the full 
length of envelope edge, without injury to contents, is as- 
sured by the precision feed principle. 

Price: $190 f.o.b., Rochester, plus Federal excise tax. 


Industrial Molded Products Corp., 609 New York : Bidg., 
St. Paul, Minn. 

IMP Electric Mail Opener 

@ Width 11”, depth 12%” desk type letter opener; 100 
letters a minute, all sized. Manual adjustment of slice up 
to %4” by means of set screw. Straight cut assured by spe- 
cial bevel. Self-sharpening cutting wheels. Operator’s fin- 
gers cannot be touched by cutting wheel. Automatic—mer- 
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cury switch control causes motor to run only when letters 
are fed through. Mechanism in sealed housing, needs no 
oiling. Attractive finish. Universal motor. Price $67.50, 
plus Federal Excise Tax. 


Above: Letter opener and letter 

sealer by Commercial Controls. 

Below: Model IMP letter opener 

made by Industrial Molded Prod- 
ucts Co. 


Nashua Package Sealing Co., Nashua, N. H. 
208 National Package Sealer 


@ Designed to dispense gummed tape in widths up to 
1%”. Die cast from non-rusting, non-corroding zinc alloy 
metals. Equipped with steel and textolite gears. Finish is 
either a grey or white baked enamel. Features the Length- 
o-graph which enables the instant adjustment to automatic- 
ally measured lengths of tape 3, 4, 6 or 8” long. Patented 
automatic pressure moistening unit assures perfect moisten- 
ing of gummed tape. Visible water level reservoir. In- 
stant release pinch roller for fast and easy reloading. 


Pitney-Bowes, Inc., Stamford, Conn. 
BR-25 Bag Rack 


@ Portable rack for holding standard post office mail bags. 
The rack can be folded and stored when not in use and 
can be placed beside the mailing machine or sorting table 
to save steps in the mail room. The rack will handle either 
the No. 1 (post office size) or the convenient No. 2 office 
mail pouch. The rack is of tubular steel construction, fin- 
ished in standard office furniture gray. The rack is priced 
at $25. 


Right: The Commercial Controls 

equipped mail room, in which can 

be seen the sorting tables, utility 

tables, scale, metering machine, 

and mail bag and rack available 
from this company. 
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Chauncey Wing's Sons, Greenfield, Mass. 
Wing Aluminum Mailer 


@ Small hand machine weighing about 2 lbs. Made of 
lightweight aluminum castings. Roll labels are inserted on 
reel, paste dish filled and machine is then “stamped” down 
on each piece to be addressed. This automatically applies 
address label. Strip labels can be prepared in many differ- 
ent ways, including carbon interleaved rolls. 

Prices from $25 to $50. 


Mail bag and rack by 
Pitney-Bowes 


Right: the Wing Alumi- 
num Mailer 


a 
eS ae a 


Above: the 208 National Package 
Sealer of Nashua Package Sealing 


Co. 
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Rena Adressette Corp., 32 Broadway, New York. 
“ Adressette" 


@ Compact, manually-operated addressing and duplicating 
device functioning on the spirit duplicating principle. 
Housed in a sturdy cast-aluminum casing, the apparatus 
is integrated into one small unit, 714” long, 2%” wide, 
4” high, and weighs barely 9 ozs., with the tank filled. 
Suitable for offices where limited mailing lists do not justify 
expense of bigger equipment. Reproduces typed or hand- 
written addresses, or other copy up to postcard size from 
hecto-masters prepared on individual index-type units. 


POSTAGE METERS 
Tools of the Office 


Commercial Controls Corp., Rochester, N. Y. 
Model 88 Metered Mail Machine 
@ Dimensions: Machine, complete with auxiliary envelope 
trays, is 61” wide by 30” deep. All-metal construction. 
Oilite bearings and capacitor-start induction motor. Has 
all-metal sealer blade which places correct amount of water 
on only the gummed surface of envelope. Standard grey 
wrinkle finish. Electrically-operated, motor-driven, - and 
fully automatic. Seals, prints meterstamp, town and date 
circle, and advertising message, counts and stacks envel- 
opes, in one operation. Operated by meter. Capable of 
printing any denomination of postage from %-cent to 
$9.99%%. Six operating speeds, permitting variable ca- 
pacities from 7,000 to more than 10,000 envelopes per hour. 
Will take heavy mail 3%” thick. Seals any size envelope 
flap, including 31%4” depth. Has built-in tape printer which 
prints postage on gummed tape for use on parcel post 
packages. ; 

Priced at $735 f.o.b. Rochester, plus Federal excise tax. 
Meter which operates machine is on a rental basis. 


National Cash Register Co., Dayton, Ohio 

National Postage Machine 

@ Dimensions 8%”, front to back; 1634” high, and 13” 
wide. Machine is not sold but is leased. Has a rough, 
black finish metal cabinet and operates very much on the 
principle of a cash register. The amount of postage is set 
up on the keyboard and the machine issues a gummed 
ticket which becomes the precanceled stamp. This ticket 
bears the amount, the city of origin, meter number, and 
the date. Repeat key speed-operation with consecutive 
pieces of mail of same postage requirements. Visible read- 
ing counter—cannot be reset. 


Pitney-Bowes, Inc., Stamford, Conn. 

Model RH Postal Meter 

@ Stamps, seals, postmarks, and counts mail all in one 
operation as fast as an operator can feed. A “Postmark 
Ad” (optional and interchangeable) is printed at same time. 
Seals envelopes of all standard sizes and provides postage 


Right: sorting tables made by R. K. Clark Co. 
(left), and Pitney-Bowes, Inc. 
Below: Lyon Metal Products, Inc. No. 1300 steel 
sorting file. 


Above: the Rena Ad- 


ressette. 


Left: the National Post- 
age Machine of Na- 
tional Cash Register Co. 


for any kind, class or size of mail matter. Stamp selection 
levers operate with finger-tip touch, allow printing of any 
amount of postage (% cent to $1 in a single stamp). 
Machine can convert to imprinting meter stamps on 
gummed tape for parcel post or for envelopes too bulky 
to run through the machine, by touch of lever. This 
model designed for small business or branch office of large 
firms. There are other larger models. 


SORTING TABLES 
Tools of the Office 


R. K. Clark Co., Inc., 2840 4th Ave., So., Minneapolis, Minn. 
190-718 Sorto-Unit 

@ Includes 27” shelves with label holders; slides are re- 
versible and adjustable. Aii steel. 


Interior Steel Equipment Co., 2352 E. 69th St., Cleveland, O. 
Mail Sorting Case and Table 

@ Over-all case dimensions: 44%” wide by 12%” deep 
by 36” high. Opening 10%” wide by 12%” deep.  All- 
welded construction. For production records, sorting mail 
and sorting material of all types. Each case is equipped 
with 36 label-holder type shelves. Additional shelves are 
available. Case is available without table. 
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ling. Shelves can be rearranged, dividers spaced, sections 
SORTING TABLES added in both depth and length. Doors, boxes and inserts 
can also be installed without dismantling assemblies. Con- 
struction may be open rack type, closed type or ledge type. 
Tools of the Oltice Design and materials have been selected to provide great 
strength and rigidity. When loads are greatly increased, 
shelves may be strengthened by adding reinforcing mem- 
Lyon Metal Products, Inc., Aurora, Ill. bers. 
Steel Sorting File, No. 1300 
” Measures 33 1/8” wide, 1134” deep, 10 5/8” high. Shelves Wedge-Lock Steel Shelving 
adjustable every half inch without tools. Shelf may be @ Standard sizes: heights, 36”, 48”, 60”, 72”, 84”, 96”, 
tilted. Each shelf has a label holder. Finish—Lyon green 108”, 120”; widths, 24”, 30”, 36”, 42”, 48”; depths, 9”, 12”, 
baked-on enamel. About $11 f.o.b. factory, Aurora. 15”, 18”, 24”, 30”, 36”. Adjustable type shelving specially 
engineered to handle heavy loads by incorporating the 
Pitney-Bowes, Inc., Stamford, Conn. following essentials into each unit: 
Mail Tables, Sizes 620 and 320 ; ; Posts will not buckle. The upright is a rectangular tube 
@ Adjustable shelves make it possible to vary the size oi with surplus strength to carry accumulated loads which 
sorting cells as required. The 620 table is 62 7/8” long, 30” may run into tons. ; 
wide, and 72” high. The top is covered with linoleum and Shelves do not sag. Shelf supports are channels oi 
contains thirty cells, size 10” wide, 12” deep and adjustable heavy steel which will carry great loads on a 3-foot span 
in height. The 320 table has half the bin capacity, that is, without permanent deflection. 
fifteen cells. The table is 32%” long, 30” wide, and 72” high. Joints are sway-proof and concealed. Heavy loading 
- The tables can be used in combination for straight line bin only makes the joints more rigid. The double tenon on 
= capacity or grouped in the form of a “U” to simplify the the shelf support is driven deeper by the load and com- 
e work of the mail clerks. Tables would be supplied in stand- pletely fills the loop which forms a ‘sway-proof joint and 
ard othce furniture grey. The 620 Ideal Mail Table is the eliminates gussets and sway braces. 
only table of its kind on the market designed strictly for k : 
mail handling, that is, fast and efficient sorting and distri- 
bution of incoming and outgoing mail, and wired space on 3 _—- b er -an 2840 4th Ave., So., Minneapolis, Minn. 
the table surface for mailing scale and mail opener. The pg Bens cen designed steel shelving. Complete 
620 Mail Table is priced at $315. The 320 Mail Table is ates range from 9” to 24” deep and ‘from 24” to 48” wide. 
on priced at $195, both f.o.b., Stamford, Conn. Will fit any space. Choice of two colors, olive green or 
> harbour grey. 
on ; 
ky DeLuxe Metal Furniture Co., 200 Struthers St., Warren, Pa. 
hie No. L364210 Counter High Shelving ; 
ve @ Measures 36” wide, 42” high, 10” deep. Finished in 
” grey, green or brown. Smooth 34” wide end walls, stream- 
lined for beauty. Shelves adjustable on 1” centers. Book 
_ supports available to keep partially filled shelf openings 
neat. 
en See po Equipto Div., Aurora Equipment Co., Aurora, Ill. 
— por Equipto Iron Grip Shelving : 
in. @ All sizes up to 10 ft. high by any depth and any width 
can be obtained. Finish is baked enamel. 
re All units are 100 percent adjustable from front of unit /- 
without the use of tools, and can be individually moved 
with or without stock on shelves. Shelves may be used x 
oO. with edges turned down for flat top use or up to form 
114,” tray. Uprights have 1” face by 2%” side formed in 
ep an angle and further embossed on the side for additional 
ll- strength. 
ail “Slope in the key-hole in the upright joins with the 
ed taper on the stud forming the tightest and strongest of ; 
ire Universal Steel Equipment Corp., 3233 47th Ave., Long grips between the shelf and upright,” maker claims. z 
_ Island City, N. Y. Each individual shelf in a unit carries loads of 600 Ibs. 9 
Universal Utility Tables ‘ -* not reinforced and up to a ton when reinforced for extra i 
@ Rigid steel construction. Masonite ('%4-inch thick) tem- heavy duty service * 
pered. Presdwood tops. Grip-tite adjustable legs. Can ag mo : Gg 
be provided with bind above for assorting and bundling ’ 
of mail. ; The General Fireproofing Co., Youngstown, Ohio 1 
Packaged Shelving Unit % 


@ Both 12” and 18” depth units are 36” wide and 7 ft. 3” 
high when erected. Finished in olive green baked enamel. 

Come in compact cartons, 12” and 18” depth adjustable 
steel shelving units. Weighing less than 200 lIbs., the car- 


STEEL SHELVING ton contains all the necessary nuts and bolts and other A 


parts that are required to erect the unit. Shelves are ad- 
justable on 1” centers and can be moved any time. Two or 
Tools of the Office more units can be bolted together into a rack, or moved 


without dismantling to another location. 


Berger Mfg. Div., Republic Steel Corp., Canton, Ohio (to next page) 
Convertible Steel Shelving 

gee ghey a ty pA ae ace 2 ye All types of duplicating machines will be covered 
15”, 18”, 24”, 30”, 36”. Designed to afford complete ‘ek. in the June “Tools of the Office” feature in OFFicr 
bility which saves expensive floor space, time, and hand- MANAGEMENT & EQUIPMENT. 
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STEEL SHELVING 
Tools of the Olftice 


Interior Steel Equipment Co., 2352 E. 69th St., Cleveland, O. 
Sheiving (Open or Closed Type) 

@ Widths 24”, 30”, 36”, 42”, 48”; depths 9”, 12”, 15”, 18”, 
at, 3", 36"; heights, 3 it. 3”, 4 ft. .3°, 5 i. 3”,.6 ft. 3”, 
7 ft. 3”, 8 ft. 3”, 9 ft. 3”, 10 ft. 3”. A great variety of styles 
are available, with the flexibility of Interior Steel shelving. 


Lyon Metal Products, Aurora, Ill. 

Closed Type Steel Shelving 

@ No. 4090 (Shelves and one rack end). No. 4500 (Rack 
end). Measures 3 ft. x 1 ft. x 7 ft. (Same model also 
available with 1% ft. depth and 2 ft. depth). Only one 
rack end is required to end each rack of shelving. Shelv- 
ing can be made up of more than one section, the sections 
joining together to form a continuous rack of shelving. 
Each section is 3 ft. wide. All shelves have label holders. 
These shelves are suitable for storing records and forms 
and small packages or items that will pile or stack. Each 
section of shelving approximately $24 f.o.b. factory, Aurora, 
plus $6 for each rack end. 


Penn Metal Corporation of Penna., 50 Oregon Ave., 
Philadelphia, Pa. 
Penco Steel Shelving 
@ Available in over 200 different types and_ sizes. 
Widths vary from 24” to 48”, depths from 12” to 36”, 
heights from 3 ft. 3” to 10 ft. 3”. Heavy gauge steel con- 
struction, to U. S. Federal specifications. Baked enamel 
finish in olive green, grey or brown. Simplest type con- 
sists of posts, shelves and braces. Closed types have backs 
and sides with and without doors. Ledge shelving is also 
available in open or closed types. Shelves can be raised or 


lowered on 1” centers. 
any required weights. 


They can be reinforced to hold 
Additional parts may be added to 


basic units at any time — such as shelf dividers, bin 
fronts, label holders. Unit shown is closed type plain 
shelving with dividers and bin fronts. 


Standard Steel Equipment Co., 117-20 44th Rd., College 
re & & & F. 

Stansteel Shelving 

@ All sizes. All shelves manufactured from 18 gauge steel. 

All edges triple bent for extra rigidity. Nut and bolt type. 

All shelves attached to upright angles, 144” x 1%” x 1/8”. 

Color: olive green or grey baked-on enamel finish. 


Top: Universal Steel Equipment Co. 
Uni shelving. 


Middle: left, shelving made by Interior 
Steel Equipment Co. 


Bottom, left: Equipto Div., Aurora 

Equipment Co., showing assembly detail; 

center, the packaged shelving unit of 

General Fireproofing Co.; right, shelv- 
ing made by Penn Metal Corp. 
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Universal Steel Equipment Corp., 3233 47th Ave., Long 
Island City, N. Y. 

Uniflex Steel Shelving 

@ No tools required to adjust shelves. Easy to assemble 

and rearrange. Rigid, flexible and adjustable to varying 

requirements. Available in a wide range of standard sizes 

of open and closed types, or built to individual specifica- 

tions. 


FLOOR COVERING 
Tools of the Office 


American Tile & Rubber Co., Trenton, N. J. 

Amtico Rubber Tile Flooring 

- se sme £2 es, 6 ae, ew, I x 1 
6” x 12”, and 9” x 18”; also border, feature strips, set-on 
cover base. Amtico Rubber Flooring is homogeneous; color 
and marbleization go clear through to back of tile. High 
gloss surface, high resistance to indentation from furniture 
loads. Will not chip, crack, scuff or mar. Real rubber springi- 
ness underfoot; 22 decorator-styled colors. Deadens foot- 
steps, reflects no more sound than average carpet floor. 
Non-absorbent surface repels dirt. Requires only occasional 
soap and water mopping, waxing. Carelessly dropped 
cigarettes and matches cause no damage. 


Armstrong Cork Co., Lancaster, Pa. 

Improved Cork Tile 

@ The development of a “completely new and improved” 
type of cork tile for use as both a floor covering and as 
an attractive wainscoting material has been announced 
by the Armstrong Cork Co. 

The new manufacturing technique involves the addition 
of a synthetic resin binder to the formulation, and a mate- 
rially reduced baking cycle. “Material of a substantially 
greater structural strength is produced, and for the first 
time makes possible the manufacture of cork tile in its 
natural light shade,” Armstrong reports. 

By means of the increased structural strength charac- 
teristics, the new cork tile is now made for the first time 
in the relatively thin gauge of 3/16” as well as the standard 
5/16” thickness. 


Congoleum-Nairn, Inc., Kearny, N. J. 

Linoleum 

@ Have %” burlap back commercial linoleum, all three 
types—Battleship, Jaspe and Veltone—in a complete color 
range. Linoleum is furnished in 6 ft. widths in varying 
lengths up to 90 feet, resulting in the fewest number of 
possible seams in a given area. Linoleum is installed in 
accordance with manufacturer’s specifications over sus- 
pended concrete and wood underfloors with a special ad- 
hesive prepared by the producer. There are four principal 


May, 1950 


OFFICE MANAGEMENT AND EQUIPMENT 


Left to right: counter high shelving by De Luxe 

Steel Products Co.; Berger Div. Republic Steel 

Corp. convertible steel shelving; Stansteel shelv- 

ing by Standard Steel Equipment Co.; and 
R. K. Clark Co.’s shelving. 


steps in connection with construction specifications, i.e. 
(a) that the underfloor shall be smooth; (b) that the lin- 
oleum shall be installed at room temperatures of approxi- 
mately 70 degrees F.; (c) that the seams shall be so cut 
as to be tight and workmanlike and, (d) that maintenance 
shall be provided as required by the manufacturer. 


Flintkote Co., Tile-Tex Div., 1232 McKinley Ave., 
Chicago Hfs., Ill. 

Flexachrome 

@ A plastic asbestos floor tile, Flexachrome is now avail- 

able in 30 attractive decorator colors and of course in a 

wide variety of patterns. 


Fremont Rubber Co., 120 McPherson H'way, Fremont, Ohio 
Rubber Tile 

@ In standard %” and 3/16” gauges, 17 fade-resistant 
colors, available in all the standard rubber tile sizes. 
Grease resistant, resilient, possesses sound-proof properties. 
Requires relatively little time to keep in top condition, lasts 
for years because colors go clear through. 

Rubber tile, household weight, economy tile in 1/16” 
gauge, 7 fade-resistant marbleized colors, one size only, 
9” x 9”. Has all the same general characteristics as other 
Fremont tile with lower cost. 


Goodyear Tire & Rubber Co., Akron, Ohio 

Wingfoot Rubber Flooring 

@ Available in continuous sheet, 36” wide; tile and feature 
strips, custom-cut; medium (3/32), standard (%) and 
heavy (3/16) gauges. This is a vulcanized rubber com- 
pound, the wide range of colors an integral part of the 
compound. Fire- and _ stain-resistant, surfaces are not 
permanently marred by alcohol, inks, most acids, medicine, 
burning matches, cigars or cigarette stubs. Easy to main- 
tain with ordinary light sweeping and mopping. 


Goodyear Conductive Flooring 

@ Available in roll form, 36” wide, 4%” and 3/16” gauges, 
in black only; designed primarily for use in hospital operat- 
ing rooms and industrial plants where danger of static 
electricity must be avoided. Spark resistant, it is an ex- 
cellent conductor of static electricity. Like Goodyear 
Wingfoot Rubber flooring, it is quiet, durable and easily 
maintained. 


Goodyear Wingfoot Vinyl Flooring 

@ Available in continuous sheet, 36” wide; tile and feature 
strips, custom-cut; .080” gauge Vinyl color section, de- 
signed by Raymond Loewy, fused to a Vinyl cushion back. 
Impervious to the action of common soaps, oils, mild acids, 
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FLOOR COVERING 
Tools of the Office 


alkalis, commercial cleaners and waxes. Resists aging and 
abrasion, retaining high styling in color under heaviest 
traffic conditions with minimum maintenance. 


Johns-Manville Corp., 22 E. 40th St., New York 
Terraflex 


@ A plastic-asbestos floor tile. Dimensions 9” x 9’, avail- 
able in 12 marbleized colors. Made ot asbestos fibres and 
vinyl copolymer resins. Non-oxidizing. Will not harden 
or become brittle on the job or in stock. Non-fading pig- 
ments for lasting color clarity. Colors look equally well 
under incandescent or fluorescent lighting. ‘“Terraflex is 
extremely flexible so it will conform to uneven surfaces 
and will absorb floor movement,’ says maker. When 
heated slightly it can be curved to form stair nosings or 
coved bases. Can be laid over practically any type of sub- 
floor. Alkaline moisture-resistant, maker claims it is the 
best of the few tiles that can be used over concrete in 
direct contact with the ground. Resilient and easy under- 
foot. Unaffected by grease and oil, alkaline moisture, mild 
acid solutions and alcohol. Resistant to fire and cigarette 
burns. It is also moisture-resistant so maintenance is 
simplified. 


David E. Kennedy Co., Brooklyn, N. Y. 

Floor Tile—Various Types 

Kentile (Asphalt Tile) 

@ Unlimited designs. Standard sizes, 9” x 9”, 18” x 24”. 
Special sizes, 3” x 3”, 3” x 6”, 414” x 414”, 41%" x 9”. 


Rubber Tile 
@ Standard size, 9” x 9”. Special sizes, 6” x 6”, 12” x 12”, 
ne, eo x 2%". 


Kencork 

@ Has acoustical properties. 
. £282, oe & 2, i es oe. 
os, ee" x 3". 
dom shades. 


Standard sizes, 6” x 6”, 
Special sizes, 9’ x 9” 
It comes in light shades and ran- 


Robbins Tire & Rubber Co., Tuscumbia, Ala. 

Floor Tile—Various Types 

@ Available from this company are rubber and vinyl floor 
tile, and vinyl corrugated matting, vinyl cove base and 
Rubber and vinyl tile are 


vinyl corrugated stair treads. 
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available in tile squares from 6” x 6” to 36” x 36”. Vinyl 
corrugated matting runners are 36” wide by 25 yards long. 
These two kinds of Robbins tile are available in 28 marble- 
ized color styles. Resilient, quiet. Robbins vinyl cove base 
is available in black, brown, beige and red. Needs no paint- 
ing, easy to keep clean. 

Price: 60c to 75c per square foot, installed. 


CARPET 


Bigelow-Sanford Carpet Co., Inc., 140 Madison Ave., 
New York 

Cushionlock Carpeting 

@ Carpet with a sponge rubber back, manufactured by 
special Bigelow-developed and patent-applied-for process. 
Sponge rubber is blown into the backing, binding the tufts 
and rendering carpet highly ravel-resistant. Eliminates 
necessity for underlay of any kind. Available only in 27” 
widths. Can be laid without removing all furniture from 
room. Furniture is merely moved to one side, adhesive 
is applied to the floor, and Cushionlock is laid in the same 
zeneral manner as linoleum. Can be re-laid, re-cut, and 
re-used, repaired on location; inserts and borders can 
be made. 


Firth Carpet Co., 295 Fifth Ave., New York 

Broadioom and other types 

@ Specifically manufactured for office, show room and 
store installations. “The need for conservative colors, 
simple or textured patterns and durable constructions 
which will stand multiple traffic use and the weight of 
heavy office furniture is now one of our primary concerns,” 
Firth says. 

The manufacture of carpet in widths from 27” narrow 
loom, up to 15 ft. wide broadloom, permits an economical 
installation of office carpet. Prices from $8.95 a yard up 
to $95 a square yard. 


Alexander Smith & Sons Carpet Co., 295 Fifth Ave., New 
York 


Lockwood carpeting, other types 

@ Alexander Smith is the sole selling agent for C. H. 
Masland & Sons Carpets. Will offer many new patterns, 
colors, textures and qualities that have been designed 
especially for office wear this spring. Smith says dur- 
ability and practicality have been taken into consideration 
as well as beauty and luxury. Lockwood is a resin back 
carpet woven in 9 ft. broadloom. Seams can be taped 
easily; carpet lies flat. Available in several shades of 
grey, beige, green, and rose. Has loop pile, capable of 
taking much wear. 


M. J. Whittall Associates 
Worcester, Mass. 
Prestwick Chenille 
@ Smooth, all-wool floor covering. 
Comes in seamless widths up to 
twenty feet. Yarn-dyed to order in 
any color. Can be made into wall- 
to-wall carpeting or room-size rugs. 
Presents a smooth, lustrous sur- 
face of thick, closely woven, pile 
Versatile in color, range and sizes 


Prestwick chenille carpeting 
in office of a Wall Street 
Wy broker 
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Vou make Lig Savings 


WHEN On MACHINE DOES 
THE WORK OF 


Fou | 


-_ 


oS 
ar) IT'S A DESK STAPLER 


> <G "°° + Powerful enough to 
‘tiwle 32 sheets of 


IT’S A PLIER-TYPE 
FASTENER... speeds 
up filing, saves 
steps and time 


fea the WEW 


BOSTITCH B8R 
COMBINATION STAPLER 
AND STAPLE REMOVER 


No other stapler you can buy does so much at so little cost 
as the Bostitch B8R. It costs so little, in fact, you can afford 
to buy enough of them to do away with stapler borrowing . . . 
a serious waste of office time. 

Compact, powerful, versatile, the Bostitch B8R Com- 
bination Stapler and Staple Remover gives you better fas- 
tening, in more places, in less time. Its staple remover is al- 
ways at hand for instant action. 

Bostitch staples help you guard against waste and delays. 


fast and handy — 
POSting notices, 
tacking on 


drawing boards 


IT’S A STAPLE 


They are the highest quality in manufacture and per- REMOVER... 
formance. tes stapled 
So, standardize on Bostitch Staplers and Staples in your — we y 
office as hundreds of other office managers have done. It —* . 
pays. For complete information, call in your local stationery easily, neatly 


supplier or use the coupon below. 


(Se Se ae eS A A Se ce coe eee cm ee [—teinkanastentenioninstantenentenetenten 


] 
BOSTITCH, 646 Mechanic Street, Westerly, R. 1. 
| Please see that | get complete details and quantity prices on 
| Bostitch B-Line Staplers and Staples. 
STER NE ash tne Nae en ee 
Awo FA Bilin peo thiereinsanc ketal 
fastens it mand Avith wire Fe Anniver en 
Trade-Mark “BOSTITCH” Registered U. S. Patent Office and Foreign Countries | Neh tidak sakcsestehinsceechieloanancatccndine Zone........ ER Ee 
1 
‘ 
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NO. 1805 


SENIOR SPRINGREST 
with adjustable 
Spring-Tension Back 


SENIOR EXECUTIVE 

Conventional Type; 

Seat and Back Tilt 
Together 


You'll never know what a Sturgis post- 
ure chair can do for your health, well- 
being and job performance till you try 
one. So call your Sturgis dealer* and tell 


2 him which of these two luxurious exec- 
7 utive chairs you'd like to try. No 
obligation naturally. 


We'll send you his name if you don’t know it. 
We'll also send you a stimulating booklet, 
“The High Cost of Sitting”. 


THE bd 
§ 5 POSTURE CHAIR CO. 


a 


LET’S CUT THE CHATTER! 
(From page 29) 


that many more person-to-person contacts, either oral 
or written, will be necessary, with no assurance that 
unnecessary conversation will be reduced. In fact, 
when two fellows get together, it is much easier for 
their talk to fly off at a tangent than when a larger 
group is involved. 

THE MEMO 


Many of us are partial to the writing of memos as 
a means of communicating our thoughts without be- 
coming entangled in a verbal jungle. Not only is it 
a time-saver, but an important added advantage is 
provided by a carbon copy of our message. ‘That 
copy, put away for an appropriate future date in our 
tickler, enables us to follow the matter up in the 
absence of suitable action. The use of dictating 
equipment obviates the necessity of calling a stenogra- 
pher to take the message. Merely reaching for the 
mouthpiece and dictating the message at the time 
the need arises is all that is necessary. 

One great disadvantage is our lack of assurance of 
prompt and suitable action by the recipient of the 
memo, such as accompanies an oral communication. 
For all we know, our message, placed on the re- 
cipient’s desk, may be quickly covered up or other- 
wise overlooked. We must take that chance. 


PLENTY OF CRITICS 

Phis method, like others, has plenty of critics. One 
criticism was expressed by an associate, who said, “To 
my mind, one of the best things that could happen 
around this office is to throw out all dictating ma- 
chinery. We would then need to spend a lot less 
time in reading the mass of literature that comes to 
our desks. Why don’t they tell us what they want, 
instead of writing letters?” 

As it happens, this particular individual is a 
chronic offender in the matter of unnecessary ver- 
biage. A simple inquiry, calling for a mere “Yes” 
or “No” is almost certain to develop into a prolonged 
statement of all the gruesome details, relevant or 
otherwise. This man presents his own best reason 
why memos are not used less frequently, and empha- 
sizes a condition common to most squanderers of 
time. Time wasted by others is clearly apparent to 
us, whereas it seldom occurs to us that we ourselves 
are among the worst offenders. 


LOGICAL METHOD 


Inter-office telephoning is a logical method of com- 
munication in a large establishment, and it would 
replace other methods except that so frequently the 
one wanted is not at his desk, or his phone is in use. 
Even when he is there to answer his phone, conver- 
sation can frequently far exceed reasonable bounds. 
In this respect the executive is usually a far worse 
offender than the clerical worker, because the boss 
uses his phone much more frequently, therefore has 
more Opportunity to stray from the narrow confines 
of efficient business conversation. 

An office manager, in describing one of his asso- 
ciates, said “That guy really gets me down! When 
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How to make every 
letter you sign ...a 
real ‘business builder’ 


DESIGNED for the thousands of men 


and women who find letter writing an 
everyday 


important part of their 
new book puts at your 
fingertips the fundamentals, 
tips and short cuts that 
can help you make your 
business letters outstand- 
ing...the kind that quickly 
get the results you want... 
the kind that are sure-fire 
“business-builders.” 


work, this 


It explains the principles 
involved and the procedures 
to follow in preparing and dictating effective busi- 
ness letters. Practically every kind of letter—from 
sales, inquiry, complaint and collection, to applica- 
tion and routine—is analyzed by an expert letter- 
writer whose aim is to help you write letters that 
get results. 


JUST OUT! 


HOW 10 WRITE 
BETTER BUSINESS 
LETTERS 


Revised Third Edition 
By EARLE A. BUCKLEY 


President, The Earle A. Buckley Organization 
238 pages, 5!/2 x 8, illustrated, $3.00 


~IMPLY and clearly, the book outlines prin- 
ciples used by the country’s foremost letter 
writers and correspondents, and shows how to apply 
them to your own specific problems. It’s packed with 
new examples of both good and bad letters . . .illus- 
trates the right and 
wrong ways of putting a 
letter together . . . and 
actual letters, 
showing on the original 
what is strong or weak 
about the copy as written. 
Letter problems and let- 
ter ‘‘dont’s”’ are discussed 
from the standpoint of 
improving your writing 
style and method of ex- 


analyzes 


pression. 


Send for a copy foday! 


Just mail coupon 


Office Managment and Equipment 
212 Fifth Ave., New York 10, N. Y. 
Please send me a copy of Buckley’s “How 


to Write Better Business Letters,’ at $3.00. 
Payment to be made as indicated below. 


(J Remittance herewith. [Charge My 


Account. 


WAME. ..cscccicsses $svesssceveces ceccee 
ADDRESS  ....0ce0000°* 
ZONE.... STATE.... 


ee eee es 
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eee when you use 
this new 
photocopy 


There’s plenty about Kodagraph Con- 
tact Paper that your operator will like; 
plenty that you will like. 

This new photocopy paper—made 
by Kodak for use in contact photo- 
copiers —is much easier to process. It 
has wide latitude ...and amazing 
uniformity —from sheet to sheet, 
package to package. This eliminates 
trial-and-error testing . . . split-second 
timing. Your photocopies are delivered 
faster... with less waste. 


EASTMAN KODAK COMPANY 
Industrial Photographic Division 
Rochester 4, N. Y. 

72 


Name 


The job is 


And what photocopies! Your let- 
ters, charts, documents are reproduced 
in dense photographic blacks, clean 
whites. Their crispness and legibility 
... are truly outstanding. 

So order Kodagraph Contact Paper 
next time. The price is right, too. 


[Kodagraph 
Contact Raper 


“THE BIG NEW PLUS” IN THE OFFICE-COPY FIELD 


Gentlemen: Please send me a 
copy of “Modern Document 
and Drawing Reproduction” 
... your new free booklet 
giving full details on 
Kodagraph Contact Paper. 


Department 


Company 


Street 


TRADE-MARK 


City 


State 
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GUIDES 
FOR EASIER WORK 


INDIVIDUAL FILE 
pocket 


Wt Snead 


MANUFACTURING CO.,INC. 
HASTINGS, MINNESOTA 


Pe A ie 
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he has described some incident to me, I finally con- 
clude that every last drop of relevant matter has been 
squeezed from the subject, and I leave his office, but 
does that shut him off? No, sir! He follows me along 
the corridor to my office, repeating what he has al- 
ready told me. I sometimes think his jaw must be 
mounted on ball-bearings.” 


SQUANDERED TIME 


What can we do to bring this condition under con- 
trol? When we lose money, we have an opportunity 
of recouping our losses, but when we squander time, 
it is gone beyond redemption. Certainly the remedy 
demands something much more drastic than putting 
a notice on the office bulletin board. The clerks will 
see and perhaps heed it, temporarily at least, but the 
time they waste in unproductive conversation is usu- 
ally far less costly, in the aggregate, than on the super- 
visory and executive levels. 

In one instance the president of a medium-sized 
company seized the opportunity presented by an 
after-hours dinner meeting of department heads to 
point out to them the urgent need, under present-day 
exigencies of commerce, with a shorter work-week, to 
streamline all their business activities. He empha- 
sized the need for speech study, the phrasing of what 
had to be said in logical order and concise form, and 
the elimination during business hours of everything 
not essential to their work. He suggested also that 
each of them impress upon their assistants the need 
for doing the same thing themselves, and carrying 
it right down the line until it reached the wage- 
earners in the factory. That group worked on a 
piece-work basis, and could be relied upon to recog- 
nize the monetary value of each minute in the work- 
ing day. Every member of the staff, right up to the 
president of the company, must be imbued with the 
importance and value of time, and the necessity of 
limiting conversation to the bare essentials. 


SEE OURSELVES 


As individuals, we might well make an earnest 
effort to “see ourselves as others see us.” When 
prodigality of talk is so prevalent, is it not possible 
that we too are hardened offenders? We must realize 
that rarely is the listener as interested in what we 
are saying as we are. 

Are we slovenly in our use of words? Can we, by 
paying more attention to our diction, acquire the 
ability to use words which precisely express our 
thoughts? Do we, while fumbling around for a word, 
interject phrases such as “whachama call it,” “you 
know what I mean,” and other verbal garbage? His 
use of words is the best single index of a person’s 
background and intelligence. 

Above all, let’s confine our conversation during 
business hours to essential business topics, and en- 
courage our subordinates to do the same. General 
recognition by all our staff, including ourselves, of 
the enormous waste involved in superfluous talk, 
will constitute a long stride forward in freeing the 
ship of business of the barnacles which now hinder 
its progress. 
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Here’s the Amazing New Airkem Osmefan 


that banishes odors of tobacco smoke 
and stuffiness . . . makes office air 
constantly pleasant 


Smoky conference rooms need never be a problem with the 
marvelous, handy new Airkem Osmefan. Conveniently placed on 
a table, cabinet or shelf, the Airkem Osmefan provides a steady, 
gentle stream of de-odorizing vapor ... Your staff at all times 
feels free of stuffiness and indoor odors. 

Reception rooms and general offices also respond quickly to 
the magic of the Airkem Osmefan. Pleasant air is the inevitable 
result! Why not be good to yourself too? You’ll appreciate the 
more zestful, sparkling atmosphere an Airkem Osmefan brings to 
your office all day long. 


. 


To banish spot odors quickly, the effective Airkem 
Mist is your one best bet ... Just push the spray 
> cap and bingo—Airkem Mist stops even strong 
dirxem and offensive odors in a few seconds, Be prepared 
for any odor emergency. Get Airkem Mist from 
MIST A = . 
shennan your Airkem Supplier today! 


_ AIR sREsHENEP 


wn 


Airkem cannot be bought in 

stores. Call your nearest Airkem 

Supplier today or write direct: 

Airkem, Inc., 241 East 44th St., 
New York 17, N. Y. 
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Beautifully designed in a gray or ivory 
finish, the Airkem Osmefan is portable . . . 
operates quietly . . . creates no draft. No 
office is truly modern without an Airkem 
Osmefan and you'll be amazed at the low 
cost. Call your Airkem Supplier today! 


AIRKEM Stops 


Odors From: 


1. TOBACCO 5. CARPETS & 
SMOKE FURNISHINGS 

2. HUMAN 6. CLEANING 
OCCUPANCY COMPOUNDS 

3. POOR 7. MANUFACTURING 


VENTILATION PROCESSES 


4. REST ROOMS = 8. FRESH PAINT 
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RING BINDER 


THEN YOU KNOW WHAT HAPPENS 
WHEN A 2-INCH RING BINDER 


Snaps Closed on your rincers 
© The $=0 is different... 


The rings open by sliding apart — close 
by sliding smoothly together. There is 
no snapping open to make sheets jump 
off the rings. — And no snapping shut 
to tear sheets or injure fingers. 


@ The Built-in Sheet Lifter 


It's amazing! As this binder closes, the 
sheets are mechanically lifted up over 
the rings — freely — without the resis- 
tance of friction. Wear at the punched 
holes is almost eliminated. Reinforcing 
the holes is unnecessary. 


ASK YOUR STATIONER TO SHOW YOU 


ULTLESy 


REG US PaATOrF 


RING BINDER 
_ |.” 


WITH 
___  automatic_. — 
BUILT-IN SHEET LIFTER 


“a binder of the Faultless line” 


Write for illustrated circular. 


STATIONERS 
LOOSE LEAF CO 


MILWAUKEE I, 524 N. Broadway 
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OFFICE PREVIEW 


(From page 33) 
ture since it began to rise, were on hand to explain 
office layouts, equipment, and other details. 

Two groups a day took the trip. Buses left the 
old offices at 34 Nassau St. at 3 and 3:30 p.m. The 
sightseers spent about forty-five minutes in the build- 
ing. Fifteen days were required to accommodate the 
entire home office staff. 

Supplementing the “get acquainted” tours, the com- 
pany distributed to employees a guide booklet called 
The Trail Blazer. In a friendly, informal narrative 
by Oowah, Mutual Life’s Indian trade-mark, the 48- 
page illustrated brochure summarized some points of 
interest about the building, described the location 
and functions of departments floor by floor, and listed 
the travel facilities and transportation routes avail- 
able in the new neighborhood. 

The tours were a final step in an employee orien- 
tation program that began soon after construction of 
the building was started. Progress photos taken each 
week were mounted in an album that was on display 
in the company’s club rooms. The Mutual Circle, 
monthly publication for home office employees, regu- 
larly carried progress reports and information about 
features of the building. On view at the 34 Nassau 
St. quarters were scale models of each floor of the new 
building, showing office layouts, including the loca- 
tion of each chair, desk, cabinet and other equipment. 
On display also were samples of the furniture and 
equipment being considered. 

The employee orientation plan was part of an over- 
all good will program that Mutual Life has carried 
on in connection with the new building since demo- 
lition and excavation work started in October, 1948. 
Prominent in the campaign were a “Sidewalk Super- 
intendents’ Club” for curious passers-by and periodic 
progress letters to business neighbors and residents in 
the area. 


NOMA CONFERENCE 


(From page 37) 
luncheon will follow the conclusion of this class. The 
national staff, headed by W. H. Evans, NOMA secre- 
tary-treasurer, will discuss with chapter leaders the 
duties of secretaries specifically, and the over-all 1950- 
51 program of the association. 

There is a festive atmosphere about a NOMA con- 
ference which always provides refreshing contrast to 
the more serious proceedings. To a great degree, this 
is induced by the well-planned entertainment and the 
two traditional conference banquets —the chapter 
presidents’ dinner on the Sunday night, and the an- 
nual banquet on Tuesday. But even more impor- 
tant, perhaps, than any of the planned social features 
is the opportunity which the conference gives the in- 
dividual NOMA.-ite to greet fellow-members and old 
friends from other cities. 


See Coming Events Calendar 
Page 66 this issue 
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er- Ladder Type : Steet Ace files have a reputation for looking and acting 
lic Front Frame e like new after years of hard service. These sturdy, durable 
in ; Ladder type front frame 4 files are designed and built for just that sort of service— 
construction assures abso- . by mastercraftsmen who take pride in achieving the 
a an dae cee ; ultimate in modern file construction. STEEL AGE files 
insertion of optional ns have strong ladder-type front frames, spot welded tenon 
drawer inserts. ° joints and extra reinforcement channels. This means 
; more over-all rigidity and a perfectly aligned frame for 
‘he : the flawless operation of the famous STEEL AGE full 
re- 4 . progressive ball bearing Cradle suspension. 
the Spot Welded Tenon - It costs us more to build files this sturdily . . . but it 
> Joints ° pays off in the offices of America in longer service and 
Another reason for Steel . better service. This built-in durability is one more reason 
i raat cngewn saat 4 why people everywhere say, ““Buy SteEL AGE and you buy 
his joints and angle gusset | . the best in steel office furniture!” 
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innovations is the 
EDUCATION RESEARCH 
PROGRAM to improve 
the application and use 
of modern business 
equipment... 

Top flight authorities on 
business equipment and its 
operation will join hands 
with outstanding 
educators to pool 

their thinking 

towards greater 
business efficiency. 


Oct. 23 — Oct. 28 
1950 


Operated for you and your 
customers, by your customers 
on a non-profit basis. 


THE 1950 NATIONAL 


BUSINESS SHOW 


GRAND CENTRAL PALACE 
lexington Avenue between 46th & 47th Streets 


For information —write Rudolph lang, Monaging Director, 


National Business Show Co., 30 Vesey St., New York 7, N. Y. 


COMING EVENTS 


National Association of Suggestion Systems. .May 4th 
Annual Eastern Regional Conference 
Hotel Statler, New York 


British Industries Fair................ May 8th-19th 
London and Birmingham, England 


Insurance Accounting & Statistical Association 
May 10th-13th 


28th International Conference 
Statler Hotel, Boston 


Paris International Trade Fair........ May 13th-29th 


1950 Annual Exposition 
Paris, France 


Life Office Management Association. May 22nd-23rd 
1950 Spring Conference 
Hotel Fontenelle, Omaha 


National Office Management Assn....May 21st-24th 


Machinery-Equipment Exposition & 3lst 
International Conference 
Municipal Auditorium, Cleveland 


Systems & Procedures Association of ae ™ 
May 26th 


Annual Business Meeting 
Hotel New Yorker, New York 


1950 Canadian International Trade Fair 
May 29th-June 9th 
Toronto, Canada 


National Association of Purchasing Agents 
June 12th-14th 


35th International Conference and Inform-A-Show 
Municipal Auditorium, Cleveland 


National Office Management Association 
June 12th-14th 


Institute on Office Management-Personnel Ad- 
ministration, Triple Cities College, Endicott, N. Y. 
American Society for Testing Materials 

June 26th-30th 


Annual Meeting & Exhibit of Testing Apparatus 
Atlantic City, N. J. 


National Institute of Governmental Purchasing 
October 8th-11th 


Fifth Annual Conference and Products Exhibit 
Hotel Schroeder, Milwaukee 


National Business Show Oct. 23rd-28th 


Annual Show and Office Week Forums 
Grand Central Palace, New York 


AMA Conferences 


NR. a/<s cnwels. 00 sao ub acena ee imate May 22nd-24th 
Hotel Statler, New York 


General Management .................. June 1st-2nd 
Waldorf Astoria, New York 
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Another Business Office Equipped For 
Better Business Living : 


Photo — Courtesy Wisconsin Farm 
Bureau | Co., Madi wi i 


with INVINCIBLE METAL FURNITURE 


ben smart office managers everywhere know the i 

long-term value of easy-to-work-in surroundings 
with comfortable, attractive, durable office furniture. 
Invincible “Modernaire” steel furniture is just that! 


cues 


ee 


Desks are adjustable in height — to meet individual 
worker requirements. Drawers are smooth rolling, " 
roomy and silent. Tops are non-glare linoleum — cor- 
ners and edges protected with stainless steel. 


For better business living — with comfort and in- 
creased personnel efficiency — investigate low-cost 
Invincible “Modernaire” Steel Furniture. Contact our % 
nearest dealer or write direct. 


REG. U. S. PAT OFF. 
INVINCIBLE METAL FURNITURE CO., MANITOWOC, WIS, 
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Quality and Styling 


Goes Modern © 


in this 
beautifully 
“roomy” 
upholstered 
chair with 


No. 480314 


Even those who do not ordinarily like modern 
, designs will like the smart lines and comfort of 
‘this chair. Built for private offices, board and 
reception rooms. Matches modern desk lines. 
This chair (No. 480314) and its companion No. 


4803 are sellers—display them together. 


For descriptive 
folder of this 

and other Taylor 
Chairs—also name of 


nearest dealer, write 


to... 


BEOFORC, OHIO, * s a 


ae 5 


MEN IN THE NEWS 


Thomas A. Edison, Inc., West Orange, N. J., announces 
that at a meeting of the Board of directors, held recently, 
Charles T. Jacobs was elected a vice president of the com- 
pany, in charge of the Ediphone Division. Mr. Jacobs, 
formerly assistant division manager of that division, suc- 
ceeds A. P. Horner, who retired after 25 years of service 
with the company. 


A member of the Edison organization for more than 20 
years, except for a period in the early 1930's when he 
engaged in special patent work in the electronic-music 


Charles T. Jacobs j 


‘) ef 


field, Mr. Jacobs has served on the engineering staff and 
in the legal department. Prior to joining the Ediphone 
— last January, he had been assistant general coun- 
sel. 

Before joining the company, Mr. Jacobs had been in 
radio engineering and development work with Garod Corp., 
Belleville, N. J., and the Splitdorf Radio Corp., which was 
acquired by the Edison company in 1928. A number of 
patents have been issued on Mr. Jacobs’ inventions, includ- 
ing a basic patent on tone compensated radio volume 
controls. 


New branch office managers appointed recently by the 
Underwood Corp., 1 Park Ave., New York, are Blake 
Barnes at Cumberland, Md., and A. R. Johns at Hamilton, 
Ohio. Mr. Barnes joined the company as a sales represen- 
tative in 1940, Mr. Johns was a service supervisor when 
first with the company in 1932. 


G. Taylor Stanton has been named chief engineer of re- 
search and development for the Dictaphone Corp., Bridge- 
port, Conn., according to C. K. Woodbridge, president. 
Mr. Stanton, an expert in the field of electronics and elec- 
tro-mechanical and acoustic devices, and noted as the de- 
signer of the Futurama at the New York World Fair, will 
assume responsibility for the design and development of 
the corporation’s line of dictating, transcribing, and re- 
cording machines at Bridgeport. 


New branch managers at their Canton and Toledo, Ohio 
offices have recently been announced by the Underwood 
Corp., 1 Park Ave., New York. R. A. White has been 
named to head the Toledo branch, and A. H. Githens at 
Canton. Appointments of the men, who have been with 
the company for many years, were made by W. F. Arnold, 
vice-president and general manager. 


At the thirtieth annual meeting of the stockholders of 
Pitney-Bowes, Inc., Stamford, Conn., manufacturers of 
postage meters, the following officers and members of the 
board were re-elected: Walter H. Wheeler, Jr., president; 
William F. Bernart, executive vice-president; John H. 
Pratt, Jr., vice-president for manufacturing; Harry M. 
Nordberg, vice-president for sales and service: Simeon W. 
Sells, vice-president; Harold Camp, secretary-treasurer; 
F. H. Van Duzer, controller; Rheinhold W. Marschall, 
assistant secretary, and John O. Nicklis, assistant treasurer. 

Board members re-elected were Charles E. Heydt, Fred- 
erick F. Lovejoy, James H. Orr, Edgar Rickard, Edwin P. 


Shattuck, Leon C. Stowell, and President Wheeler. 
May, 1950 


a3 . i, Se — El _ - es y ca 
ie | ae 
N po a 
ce 
- ee 
Z 4 
a a a 
A | ORS 
_ 7 
m4 dded 
" “ frre pa eC 
‘7 Taylor hack 
% CHAIRS 
7 «. P 
_— Taylor 
ee ia 
i: i, Seer | 
: Pe = ican Ce 
ct f i 
y . a Bay Wl 
ff a No. 4803 
f The‘Taylor Chair Company 
“ a Cyc amc ‘ ' 2 i 
. an @ OFFICE MANAGEMENT f 


sic 


1 {Ath 
of satisfaction in 


MERCUR 
PRODUC 


Once you've tried Mercury-Lith rollers and 
blankets or Mercury-Graph rollers— 

you'll agree there is nothing else like 

them for results that really satisfy. 

Your Multilith and Multigraph machines will 
turn out cleaner, crisper reproductions with 
the aid of these accessories and you'll find 
they’re major time-savers too. Specify 
Mercury when you order your next set of 
rollers and blankets. If your dealer can’t 
supply them, drop us a line and we will 
refer you to the nearest source. 


_ RAPID ROLLE 


a Ra Ra 
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It Costs LESS to Hen TH MEWS T 


David B. Coliins, former assistant secretary-treasurer, 
has recently been elected secretary of the Royal Type- 


writer Co., 2 Park Ave., New York, and will continue to 

{ serve also as assistant treasurer. 
U e A graduate of Princeton University, Mr. Collins joined 
a the company as an advertising assistant in 1931. In suc- 


David B. Collins sin 


cessive years he became general sales analysist, foreign 
statistician, branch sales correspondent, personnel manager, 
and the post he held just prior to this new appointment. 

To assist him, Royal has appointed Robert §S. Mi.ler, 
former assistant personnel manager, to the position of 
assistant secretary. 


International Business Machines Corp., 590 Madison Ave., 
New York, recently announced the following promotions: ( 
John M. Case, manager at White Plains, N. Y., to special 
representative for banks, at the company’s home office; 
Robert R. Chase, time recording division manager, to head 
| of national accounts in that division; James A. Little, spe- 
| cial representative for life insurance companies, to analyst 
| 


| in the market research department; and Phillip C. Coulter, 

| assistant electric accounting machine manager in Chicago, 

| to special representative for life insurance companies, with 
headquarters in New York. 


Apsco 


Make a date 
with your Dealer 
to see the new Apsco Deluxe 
line, available about June 1st. 


New Modern Base Styling... New 
Large Capacity Shavings Recep- 
tacle... All Models equipped with 
Famous Apsco Twin Milled Cut- 
ters... Cutters that sharpen 24% 
times as many points. 

Be first to enter your orders with 
your Apsco Dealer. Get the com- 
plete story on the handsome new aS te 
models now! New “Chicago Deluxe” 


J. Howard Smart, sales manager of Tuttle & Bailey, Inc., 
| New Britain, Conn., was elected president of the Convector 
Manufacturers Association at the annual meeting of the 
| group in the Hotel Cleveland, Cleveland, recently. He 
| succeeds E. A. Cline, Trane Co., LaCrosse, Wis., who has 
| served for the past two years. Walter Schlicting, sales 
manager of the Young Radiator Co., Wis., was elected 
secretary of the Association. 


Walter S. Raymer, Jr., was elected assistant secretary 
| treasurer and office manager of the Sun Rubber Co., Bar 
berton, Ohio, at the firm’s annual stockholders’ meeting, 
held recently. 

Mr. Raymer has participated prominently in the com- 
| pany’s growth during the past twelve years. He joined 


Sun in 1938, became cost department manager in 1940, 


PASTE ON PENNY POSTCARD AND MAIL TODAY 
AUTOMATIC PENCIL SHARPENER CO. 
1821 Eighteenth Ave., Rockford, Illinois 


oO Send literature on your new models and name of 
nearby Apsco dealer. 


Walter S. Raymer, Jr. 


. manager of factory standards in 1943, and four years later, 
ee ae eee oes 2 aeons was named credit manager. 
Besides being active in many civic and fraternal organi- 


Address --.__.__...__-..--..------------------ Zone______ zations, he is on the board of directors of the Akron chap- ; 
J a ter of the National Office Management Association and 
t City...2.----_-_---_------.--------4 PUNO... nnn nnennne is a past-president of that city’s chapter of the National 


Association of Cost Accountants. 
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— Snaporalor Snaps Apart Sioeks | 
of One-Time Carbon Forms! 


e Any size forms @ a precision engineered 
machine e Using the Snaporator during 
peak load periods, you don't take person- 
nel off their regular jobs e First patented 
in 1942; continually tested and improved 
since then; present model (patent pend- 
ing) has revolutionary gripping and snap- 
ping actions e Easy to operate. 


FPRINITINE 


, ome. 


22 West 22 Street, New York 10, N. Y. 


Printers of Official Internal Revenue Forms 
and Record Books, W-2s and Unigraph 
Payroll Systems. 

For over 30 years, originators and manu- 
facturers of time-saving accounting devices 
and business forms. 
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Maptacks 


R 
atten ° 
FLAT HEADS 

PLAIN — 
OMBINATIO 

bs COLORS 


Ask ffice supply dealer or 
GEORGE B. GRAFF CO.. Cambridge 40, Mass. 


MEN IN THE NEWS 


Minnesota Mining & Mfg. Co., St. Paul, has recently 
promoted one officer and elected two new ones, it was an- 
nounced. 

Clarence M. King, former assistant treasurer and assist- 
ant secretary, has been named treasurer. He will also 
continue as assistant secretary. 

George H. Schoettly and Edwin H. Church are new assis- 
tant treasurers, the company stated. 

Mr. King joined the firm in 1926 as an accountant and 
was later appointed auditor. He became assistant treasurer 
in 1939 and was elected secretary in 1948. He has been 
president and a director of the Minnesota Insurance Buyers 
Association. 

Mr. Schoettly was credit manager prior to his promotion, 
and Mr. Church was controller of the Inland Rubber Corp. 
of Chicago, a former subsidiary of the company. 


The appointment of John E. Lothian as a business con- 
sultant of Ebasco Services, Inc., 2 Rector St., New York, 
has been announced by T. C. Wescott, president. 

Mr. Lothian previously was associated for two years 
with the Industrial Commodity Corp., as an economist and 
associate director of research. From 1939 to 1942, he served 
as associate economist of the Standard Statistics Co., leav- 
ing this post to enter the Army as a budget and fiscal 
officer. 

Following his military service, he became chief econo- 
mist in charge of planning and development division of the 
National Broadcasting Co. He is a graduate of New York 
University. 


Strengthening its research department, the Todd Co., 
Rochester, N. Y., manufacturer of checks, check writers 
and signers, recently appointed Arthur §. Hamilton, Jr., 
as director of research. He had operated his own con- 
sulting engineering service before joining Todd. 

As chief chemist, another important post, the company 
has selected Earl J. Gosnell, who, for the last nine years 
directed the chemical research and development laboratory 
of th U. S. Government Printing Office, world’s largest. 

Other important additions to the staff are Paul Thut as 
a machine designer, and Emery Low, who has been 
assigned to the printing machinery section of the research 
department. 


WITH THE ASSOCIATIONS 


The recent convention of the American Bankers Asso- 
ciation, held in New York, witnessed the demonstration 
of a new method for producing and reconciling punched- 
card documents. The method involves the combined oper- 
ation of Remington-Rand punched-card accounting ma- 
chines and the new punched-card controlled addressing 
machine developed by Elliott Addressing Machine Co. 

In handling dividend payments, for example, punched- 
card checks produced by the Rem-Rand machines are 
addressed and signed automatically by the Eilliott ma- 
chines at the rate of 6,000 per hour, with proof that the 
correct name and address appear on each check. The sys- 
tem also provides for the automatic preparation of a var- 
iety of reports and lists. 


The May 8th meeting of the Records Management Asso- 
ciation of New York, held in the Oak Room of the Hotel 
Martinique, New York, will feature the group’s annual 
business meeting and the nominations for election of new 
officers. This is a closed meeting to all except members. 
The names of the new officers will be printed in next 
month’s issue. 


The Office Executives Association of New York an- 
nounces the opening of an office for the Association and 
its National Business Show, at 33 West 42nd St., New 
York. (To page 74) 
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Before Any Other 
Consideration 


Silegrily of 


F THE several factors that enter into the use 
() of published media, the distribution of the ad- 

vertisers’ sales messages, as governed by the 
selection of media, can of itself decide the success or 
failure of the advertising investment. That is why in- 
tegrity of circulation is the first consideration with ex- 
perienced space buyers. 


The emblem shown above stands for the FACTS 
that make it possible for advertisers to select the right 
media and to know what they get for their money 
when they invest in publication advertising. It is the 
emblem of membership in the Audit Bureau of Circu- 
lations, a cooperative and nonprofit association of 
3300 advertisers, agencies and publishers. 


Working together, these buyers and sellers of ad- 
vertising have established standards for circulation 


« 


values and a definition for paid circulation, just as 
there are standards of weight and measure for pur- 
chasing agents to use in selecting merchandise and 
equipment. In other words, A.B.C. is a bureau of 
standards for the advertising and publishing industry. 


A.B.C. maintains a staff of specially trained aud- 
itors who make annual audits of the circulations of 
the publisher members. Information thus gbtained ig 
issued in A.B.C. reports for use in buying and selling 
space. Alladvertising in printed media should be boa 
on the basis of facts in these reports. 


This business paper is a member of the Audit Bu- 
reau of Circulations because we want our advertisers 
to know what they get for their money when they ad- 
vertise in these pages. Our A.B.C. report gives the 
facts. Ask for a copy and then study it. 


SOME OF THE AUDITED INFORMATION 


SEND THE RIGHT MESSAGE 


TO THE RIGHT PEOPLE = _— paid nina 
Paid subscriptions and renewals, Petcon pull ial ong 


as defined by A.B.C. standards, 
indicate a reader audience that 
has responded to a publication’s 
editorial appeal. With the interests 
of readers thus identified, it be- 
comes possible to reach specialized 
groups effectively with specialized 


as or business. 
advertising appeals. 


How the circulation was obtained. 


Whether or not premiums were used as 
circulation inducements. 


Where the circulation goes. 
A breakdown of subscribers by occupation 


How many subscribers renewed. 
How many are in arrears. 


IN A.B.C. BUSINESS PAPER REPORTS 


OFFICE MANAGEMENT & Equipment 
The Executive’s Magazine Featuring Office M-thods, Equipment, Personnel and Purchasing 


212 FIFTH AVENUE 


NEW YORK 10, N, Y. 


A.B.C. REPORTS—FACTS AS THE BASIC MEASURE OF ADVERTISING VALUE 


May, 1950 
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WITH THE ASSOCIATIONS 


(From page 72) 
M. T. Martin, Research Institute of America, and chair- 


-man of the forum committee for the National Business 


Show, reveals plans for the Forum and Discussion groups 
for the Show, which will take place at the Grand Central 
Palace, New York, October 23rd-28th. 

“The whole motive and direction of the National Busi- 
aess Show Forum will take the direction of raising the 
sights of office management. We believe we are right in 
assuming that the office managers of America are intelli- 
gent people who understand their operations in their re- 
spective firms. We do not feel that it is necessary or in- 
teresting to instruct and inform office managers on the 


M. T. Martin 


_ OF. Bachrach 


‘ 
‘correct procedure for the operation of a stenographic pool’. 
We do feel that the exchange of ideas and the study of 
the newest thinking in managment are beneficial.” 

“In directing our thinking toward ‘management’ rather 
than office management, we feel that the office manager 
may become more closely identified with management and 
be in a better and more intelligent position to guide his 
executives in the overall business procedure.” 

; Forum committees will meet shortly to set up procedures 
tor ‘the -Forums, which are expected to number between 


seven and ten. Particular speakers for these discussion 
groups will also be largely left up to the office managers. 

Mr. Martin is asking the cooperation and participation 
of organizations within the business management field, 
among which, are the National Association of Cost Ac- 
countants, Records Management Association, Transcrip- 
tion Supervisors Association, Controllers Institute, and 
several others. 


The Life Office Management Association will hold its 
1950 Spring Conference at the Hotel Fontenelle, Omaha, 
Neb., May 22nd-23rd. The subjects and speakers have been 
selected with the objective of appealing to the interests of 
companies of all sizes and geographic locations, even 
though the personnel in the main represents the Associa- 
tion’s Midwest members. 

Full information as to space and hotel reservations, and 
other particulars, can be obtained by writing directly to 
the hotel and indicating attendance at the Conference. 


The Time Study and Methods Conference of the Society 
for Advancement of Management took place April 20th- 
21st at the Hotel Statler, New York. The management 
division of the American Society of Mechanical Engineers 
assisted in the program which sought to bring its member- 
ship the latest time and motion study techniques. 

Of interest to office people was the address by Paul B. 
Mulligan, Paul B. Mulligan & Co., New York, entitled 
“Setting Standards on Office Work.” 

Almost 2,000 registered for the two-day sessions. 


The last in a series of lectures held in cooperation with 
Cornell University Extension, will be the feature of the 
May 8th meeting of the Transcription Supervisors Associa- 
tion at Whyte’s Restaurant, New York. 

The speaker will be Jules M. Graubard, personnel divi 
sion, Chase National Bank of New York, whose topic will 
be “Professional Development of Office Supervisors.” His 
talk will embrace self evaluation and how to become an 
effective leader. He will also discuss opportunities for 
supervisors. 


A NEW HEAVY-DUTY RACK that improves 
office efficiency and desk appearance... 
gives you volume sales and attractive profits! 


heavy book 
of this nature. Its eight 2-inch compartments, each one 
at your fingertips for easy, instant reference. 

Moreover, the Cata-RacK’s all-steel riveted and welded construction 
stands up under years of hard wear. Handles permit easy moving and 
rubber feet protect the desk. 

Not only does the Cata-RacK help organize work and keep desks free 
from clutter at the office — it also is ideal for home use to hold record 
albums, sheet music, and other household objects. 

Available in steel-gray or green finish. Price only $6.95 subject to 
your regular trade discount. Stock up on fast-moving Cata-RacK today. 
Send for blotter C-15 and catalog sheets C-150. 


Sengbusch Self-Closing Inkstand Co. 


150 SENGBUSCH BUILDING © MILWAUKEE 3, WISCONSIN 


ata -Rac 


FOR CATALOGS & BOOKS 


ERE’S a new desk rack that has been especially designed to take care of 
s — catalogs, phone directories, and other important items 
indexed, keeps them 
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WITH THE ASSOCIATIONS 


“Skill Development in the Office” was the subject of a 
lecture by Professor Earl Strong, director of the Business 
Management Service of the College of Commerce, Uni- 
versity of Illinois, given at a recently held meeting of the 
Office Executives Association of New York, at the Bel- 
mont Plaza Hotel. Dr. Strong, a former executive for 
Remington Rand, Inc., was introduced by A. L. Seares, 
that company’s vice-president in charge of sales. 

Dr. Strong said that the problem of training was. one 
which he met almost invariably as he traveled around 
the state of Illinois in the interest of his college’s Business 
Management Service, a service to which Illinois business 
is helping itself in increasing portion. 

Dr. Strong pointed out that there are organized train- 
ing programs with which “there is nothing wrong, pro- 
vided we are getting the subject across”; training pools— 
where instruction is still carried on simultaneously with 
regular office production (“often unsuccessful because of 
poor supervision”.) 

“We are not discovering the worker’s skills the way we 
should.” 

The main target of Dr. Strong’s lecture was what he 
chose to call “At the Desk Training’”—training which is 
carried on even “after Miss Jones has been assigned to 
a better job.” It is in this area, he claimed, that the most 
improvement can be accomplished. 

In describing the progress of stenographic workers, 
Dr. Strong said that the typist goes through a series of 
improvements to what he called “the conscious effort level’. 
Errors in a given job of work increased, at this level, he 
said. 

“We have in our offices many typists who have been 
kept down to a low level of production through fear of 
making errors,” Dr. Strong said, recommending that super- 
visors attempt to dispel such fears, and encourage the 
typist to develop her speed. 


“Strive for automatization, which in the case of typists 
starts around 50 words per minute,” he said. “Contrary 
to belief, tae number of errors is less than in the con- 
scious effort level.” 

Pointing out that many experienced typists and secre- 
taries had confessed that they weren't as “sharp” at the 
typewriter as they had been at an earlier age, and re- 
minding his audience that it would be reasonable to expect 
that these typists would have improved with the years, 
Dr. Strong warned his listeners that “if you leave skill to 
chance, nothing will happen except deterioration.” 

Management must provide the incentive which will en- 
courage the employee to have the proper attitude toward 
this program. A nine minute program every day was effec- 
tive, Dr. Strong said. Divided into three 3-minute drills 
through the day, as an initial plan, he said that drill per- 
iods could be lengthened when it was considered proper. 

Dr. Strong’s studies of skill developing techniques are 
not limited to stenographic work. His lecture represented 
part of a new text book on the subject, as did some of his 
views brought out in an extended question period, later. 


Members of the Wisconsin chapter of the National Insti- 
tute of Governmental Purchasing, Inc., made up of city, 
county, and state purchasing agents, visited the new plant 
of A. B. Dick Co., Chicago, recently, to learn more about 
the latest model mimeographs manufactured by the com- 
pany. 

The quarterly meeting of the chapter was held in the 
Dick Company’s board room, where plans for the NIGP 
1950 annual convention were discussed. The convention, 
together with a large office equipment exhibit, will be held 
at Milwaukee’s Schroeder Hotel, October 8th-11th. 

John Ward, purchasing agent for the City of Chicago, 
and NIGP president, will preside at the meeting, and Al- 
bert Hall, éxecutive director, will make the annual progress 
report. 

Many nationally-known speakers will be heard on a 
variety of subjects of interest to purchasing agents, it was 
stated. 


America’s finest quality erasers 
—for every erasing requirement. 


WELDON ROBERTS RUBBER COMPANY 
Newark 7, New Jersey 
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Stamp Pad 


STREAMLINED FOR 
GREATER EFFICIENCY 


the kind of eye-appeal that stimulates sales. Now 

available for immediate delivery—Sizes {1—23/," 

x 4\/," and {2—3!/," x 6l/,". 

ALSO 
Deluxe and Special Business Outfits @ Sign Makers 
and Chart Markers @ Fulton Stamp Pads and Ink 
© All Weather Wood Block Pads and Ink ® Achilles 
and lron Castor Racks @ All Types of Marking Inks 
(submit sample of material for faster service) ® New 
Style — Open Face — No. 40 Pica — 42 Premier 
Dates. 

Prompt Shipments Write for Catalog Today 


FULTON Marking Equipment Co. 


82 Fulton Street Elizabeth 1, N. J. 


ACCOBIND 
FOLDERS 
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WITH THE ASSOCIATIONS 


Business and industrial leaders, by their action or in 
action, “will very largely determine whether we have social- 
ism in this country,” said Walter H. Wheeler, Jr., presi- 
dent of Pitney-Bowes, Inc., Stamford, Conn., at tue recent 


production conference of the American Management Asso- 
ciation in New York. 


“If we stay on the defensive, and depend on abstract 
appeals to stem the tide, we will hasten the Welfare 
State,” he declared. “If, on the other hand, we boldly 
assert our leadership and identify ourselves with the worth- 
while aspirations of the majority of the peop!e, we can 
preserve the free society and make it bettr than ever be- 
fore. I hope we make the right choice.” 

Mr. Wheeler cited the health insurance and employment 
stabilization problems as two which business might con- 
cern itself with. He also suggested that the government 
might study the possible use of tax incentives to enccur- 
age “company and individual action . . . in the public 
interest.” 


The Triple Cities chapter of the National Office Manage- 
ment Association is sponsoring an Institute on office man- 
agement and personnel administration at Triple Cities Col- 
lege, Endicott, N. Y., June 12th-14th. 


This Institute is one of many of NOMA’s educational 
forums sponsored by various chapters. Although primarily 
held for the more than 1,200 Area 5 NOMA members, it is 
open to members of business and professional organizations 
and the general public. 


Among the leaders will be Dr. O. L. Winsor, Cornell 
University, Dr. O. R. Wessels, Syracuse University, and 
Dr. Herbert Moore, Stevenson & Kellogg, Lt., Toronto 


Speakers’ List for Conference Growing 


An imposing list of speakers and specialists is being 
readied for the refresher conference on work simplification 
in the office and factory, scheduled to be held in the Fred- 
erick Winslow Taylor Management Laboratory at the 
Wharton School, University of Pennsylvania, June 19th- 
30th. 


The speakers to appear include Dr. George W. Taylor, 
who will discuss “The Acceptance of Technological Change 
by Workers and Union”; Dr. Robert P. Brecht, vice-presi- 
dent of the National Office Management Association, on 
“The ‘Logic of Efficiency’ and its Acceptability in Prac- 
tice”; Jerry Barnum, J. T. Barnum Associates, who will 
speak on “Selling and Training Aids in Shop and Office 
Projects”, and Ben S. Graham, Standard Register Co., 
whose topic will be “Work Simplification, A Tool in 
Human Relations”. 

Full information on the conference is available from V. 
Donald Schoeller, 300 Logan Hall, Wharton School, Uni- 
versity of Pennsylvania, Philadelphia. 


Potter Grants License to IBM 


By special agreement, the Potter Instrument Co., Flush- 
ing, L. I., N.Y.,has licensed International Business Ma- 
chines Corp. to use the Potter basic electronic decade 
counter circuits developed by John T. Potter. These cir- 
cuits form the chief element in the electronic counters and 
computers for industry made by his firm, such as the re- 
cently announced Time Study Computer, the electronic 
price tag reader, and a variety of other products. 

The agreement also cross-licensed the Potter firm to use 
certain IBM patents. 


Correction in Prices 


The prices of models 7950 and 7975 air conditioners made 
by the United States Air Conditioning Corp., and described 
on page 64 of the April issue, were incorrect as stated. 
Model 7950 is priced at $299.50 and model 7975 at $359.50. 
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FOR ALL DESK WRITING 
Fill It Once... Write For Months 


| Gsterbwok 
Dip-Less 


. WRITING SETS 


Ace has always built but one kind of stapling equipment . . . 
the best. Users, the world over, are well aware of this fact. 
Every machine and every staple is produced with a degree 
of skill and watch-like precision unapproached in the 
stapling industry. This fine workmanship, plus the best 
materials obtainable, give to Ace Staplers those smooth, 
efficient reliable operating qualities so greatly appreciated 
by all who use them. 


nt 
n- 
nt ACE scour 
A durable, long- 
ic life stapler. 
Staples, pins and 
tacks. Guaranteed 
a for five years. 
r ACE CLIPPER 
Choose the right point ACELINER One of ACE’S finest 
Le a ee uerite. | Most beantiful and effi- models. Light weight, 
al MADE BY THE MAKERS OF able in case of damage, cient stapler ever built. easy action. Precision 
ly It staples, pins, tacks engineered from finest 
is [EEEGEET Fountain Pens AND PUSH-PENCILS pole ne © xml steel. 


ns 
LEVEE Fountain Pen Desk sets 
t Ssterbrook Mite 


tO THE ESTERBROOK PEN COMPANY, CAMDEN, NEW JERSEY 


In Canada: The Brown Brothers, Ltd., Toronto RCE FASIERES Comeeeat 


+ An Invitation to N.O.M.A. 
“ to see the new Genuine Leather Chairs. 
pe of JASPER 
‘ SEATING in 
c- conjunction 
< with the 
in W. O. F. I, 
display in 
Cleveland 
No. 1600 


» || Ft stood the xe ae 
nd test for 50 years 


northern birch and In- 
diana white quartered 
oak. 


Ask your dealer to see 
these chairs. 


Big business has discovered this little soap 


” eraser .. . tried and tested for 50 years. You No. 1600 

see it in offices everywhere. There's no gen- 

eral pencil eraser like it in the world! ATIN 
7 JASPER SEATING CO. 
ed THE ROSENTHAL CO., 45 E. 17 St., New York3 JASPER « INDIANA 
ed. 
50. . 
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LOLONIA The Newest and 
Best in a Com- 

plete Line of Spirit and Gelatin 

DUPLICATING SUPPLIES 


COLONIAL 
CARBON 
COMPANY 


a 
Trade Mark 
Spirit and Liquid and Cream 
Gelatin Carbons Cleansers 
Spirit Master Units Printing Inks 
Spirit Duplicating Writing and Stamp 
Fluid Pad Inks 


The most modern in equipment and chemical processes 
are combined to give you COLONIAL quality. Centrally 
located, we promise quick attention to your orders, prompt 
shipment. 


COLONIAL CARBON COMPANY 


Manufacturers of Finer Duplicating Materials 
5150 Church St., Skokie, Ill. * Telephone Skokie 4258 


< 


MULTILITH and DAVIDSON 


*electronic Now at no extra cost 
deep-etch plates §2°° ities 


*Electronic Deep-Etch Plates give MORE 
impressions and FINER reproductions. 


--p SEND 


MICHAEL LITH COMPANY 
145 W. 45th ST. * NEW YORK 19 


FOR COMPLETE PRICE LIST OF NEGATIVE 
SERVICE, PLATES, AND SUPPLIES 
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Correction, Please! 

Due to an unfortunate error, the Hammermill Paper Co., 
East Lake Rd., Erie, Pa., was not fully represented in the 
listings in the March Purchasing Guide issue. 

In addition to those products listed for it, the company 
also produces duplicator, ledger, manuscript cover, safety, 
second sheets (plain and colored), typewriter, and water- 
marked papers. 


St. Louis Clinic Successful 


The Methods Improvement and Work Measurement 
Clinic held by the St. Louis chapter of the Society for 
the Advancement of Management, at St. Louis University, 
recently, was conducted by Professor Ralph M. Barnes, 
department of engineering and production management, 
University of California. 

The two-day clinic, which was well attended, heard such 
subjects as methods improvement and cost _ reduction, 
process charts, operational charts, and motion study dis- 
cussed. In addition, outstanding industrial engineering 
films were shown. 

The program was a practical and realistic one for devel- 
oping ideas, methods and procedures for installation ap- 
plicable to plant managers, engineers, methods men, cost 
accountants and office executives. 


To Exhibit at NOMA Conference 


Products to be exhibited by the American Writing Paper 
Corp., Holyoke, Mass., at its booth (No. 406) at the 31st 
International Conference of the National Office Manage- 
ment Association, Municipal Auditorium, Cleveland, May 
21st-24th, will be Eagle-A typewriter and boxed papers, 
cut and wrapped papers packed in junior cartons, and all 
Eagle-A flat papers designed for every type of business 
office use. 

Focal point of the company’s exhibit will be their minia- 
ture paper making machine, said to be the smallest in the 
world actually capable of making paper. Machines will be 
supplemented by a large chart showing the various factors 
in the complete paper producing process. 

In charge of the exhibit will be Shel Bradley, advertising 
and promotion manager, assisted by Robert F. Fortune, 
the company’s Chicago representative. 


Insurance Men Set Conference 


The 28th International Conference and Business Show of 
the Insurance Accounting & Statistical Association will be 
held at the Hotel Statler, Boston, May 10th-13th. Of 
special interest to all representatives of the Casualty and 
Fire sections will be the joint session on the 13th. Earl 
C. Fay, chairman of the Association's unifo-m accounting 
committee, and controller of the Liberty Mutual Insurance 
Co., will preside. 


| Water Coolers Announced 


OFFICE MANAGEMENT AND EQUIPMENT 


Puro Filter Corp. of America, 440 Lafayette St.. New 
York, announces two new models now added to its line of 


| electric water coolers. One is a pressure type bubbler top 


model, and the other an identical one except that instead 
of a bubbler top, it is equipped with water bottle type top 
for locations where connection to the building water line 
is not possible. Both models operate on both A. C. and 
D. C. current. 


Inform-A-Show Convention Feature 


One of the leading features of the 35th annual Interna- 
tional Conference of the National Association of Purchas- 
ing Agents, scheduled for the Municipal Auditorium, Cleve- 
land, June 12th-14th, is the Inform-A-Show, at which will 
be exhibited more than one hundred products, processes, 
and services. Almost 3,000 purchasing executives are ex- 
pected to attend, it was stated. 

Purchasing men who come to the convention are widely 
representative of practically every known industry and 
field—manufacturing; public utility; governmental; banking 
and insurance, and basic materials producers. 

Details regarding remaining space will be furnished by 
the Association’s New York office at 11 Park Place. 
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* blue lines on bond paper. Available 


Simplify and Reduce Your Office Work with 


4 SPAULDING - MOSS 
GRAPH PAPERS 


SEMCO-Graph Papers 
Satisfy the demand for a 
high quality sheet for 
use by statisticians, stud- 
euts, engineers and busi- 
ness men. All types of 
rulings available. 

SEMCO-Graph Lineout 
Papers give you non- 
reproducible cross sec- 
tions of standard or spe- 
cial grids of great accur- 
acy. In pad form — 
available in bond or vel- 
lum. 

SEMCO—Engineering Sketch Books 
are especially designed to retain en- 
gineers’ notes and designs in semi- 
ermanent record form; pocket or 
etter size. 

SEMCO-Graph Cross Section and 
Quadrille Papers are made with light 


in pads, sheets and an assortment of 
rulings. 

SEMCO-Translucent Analysis Pads 
reduce the cost and effort of office 
oy work. Copies of orignals can 
e made in quantity and quickly, 
thus eliminating errors and cutting 
costs. Available in standards and 
special rulings and in varying sizes. 
Write today for other 

descriptive folders 

and prices. 


Address—GRAPH DEPT. 


SPAULDING~MOSS CO. 
42 FRANKLIN STREET, BOSTON, MASS. 


ee 


MORE SALES 
FEATURES 
MORE SALES 


Led by architects and office 
planners the trend is to Office 
Valet wardrobe equipment. 
By keeping wraps dry, aired 
and open to germ killing 
light this modern steel equip- 
ment helps prevent spread of 
epidemics and resulting ab- 
senteeism. Keeps wraps “in 
press’ helps employee mor- 
ale, saves floor space, fits in 
anywhere, ends locker room 
evils. 


Widely advertised in general 
business, institutional and 
trade magazine, this line 
offers an almost unlimited 
opportunity for offices, fac- 
tories, schools and institu- 


Write for a 
tions. 


Bulletin 
0.V.-4 


VOGEL - PETERSON CO. 


624 So. Michigan Ave., Chicago 5, Ill. 
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Find It 
FAST 


ATLAS FILE 
@ Stencils © Offset Plates 


@ X-ray Films @ Blueprints 


There is an Atlas System 
To Fill Your Special Need. 


PORTABLE MODEL (at right) 


The Portable Model is especially 
designed for small offices and 
educational institutions. In a 
compact space (124%” x 10%” x 
22%”) 200 stencils, 100 plates, 
X-rays, etc., may be filed. Ad- 
justable visible indexes locate 
filed material immediately. 
Constructed of heavy gauge 
steel with snap-lock and carry- 
ing handle. 


Atlas manufactures a complete line of Specialty Filing 
Cabinets and Hangers. rite for your catalog today. 


Atlas Spring Clip 
Hangers (PSC ser- 
ies) file vertie I’) 
stubless stenci! 
and plates, sten 
cils in file wrap 
pers, X-rays, pho- 
tographic film 
ete. 


See Atlas Vertical Filing Systems at the NOMA Exhibit, 
Booth 521 


ATLAS STENCIL FILES COMPANY 


1662 E. 118th St., Dept. OM-5 Cleveland 6, Ohio 
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SPONGEX CHAIR CUSHIONS SELL 
When You Buy at These Prices 


One Dozen Two Dozen Gross 
Size Ormore ormore or more 


14%"15" 1" $1.20¢a. $1.00ca. $ .85 ea. 
164%" 17" 1" $1.50 $1.25 $1.06 
16%" 17" 2" $2.40 $2.00 $1.70 


Reversible covers — attractive 
green or brown frieze on one 
side, rattan-like fibre on reverse 
side. 

Stenographer cushions (123R) 
and Standard cushions (125R) 
made of bonded, shredded 
sponge rubber. Executive cush- 
ions (225R) made of light- 
weight, bonded Texfoam. 


Order assorted styles as desired 
—figure prices on total quan- 
tity ordered. 


Minimum order on one style is 
one dozen. Terms: 1% 10 da 

, net 30 days, F.O.B. Shelton. 
Executive 


Texfoam 225R Order from 


THE SPONGE RUBBER PRODUCTS CO. 
314 Derby Place, Shelton, Conn. 


Steno Size 
Spongex 123R 


Standard 
Spongex 125R 
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BLACKBOARDS 
NEED NOT BE BLACK! 


MOST ARE NOW LITEGREEN 


For office bulletins, fac- 
tory orders, work prog- 
ress charts, sales talks, 
shop instruction dia- 
grams — cafeteria menus 
—there’re dozen of uses 
in offices and factories 
for 


Beckley-Cardy Chalkboards 


in either standard black or the modern Litegreen. 
Beckley-Cardy Litegreen has won preference thru its at- — 
tractiveness—its harmony with any color scheme. Per- 
fectly legible white chalk writing—easy, clean erasing. 


Available in sizes 17” x 21” to 48” x 144”, framed ready 
to hung, or mounted in standards for portability. 


Ask your stationery store or write 
for prices. Ask for trade list—CO. 


BECKLEY-CARDY COMPANY 


1632 S. Indiana Street Chicago 16, Ill. 


= 


CLASSIFIED ADVERTISING. 


Rates are 15c a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT & EQUIPMENT, 212 Fifth Ave., 
New York 10, N. Y. 


Help Wanted—Male 


BRANCII MANAGER WANTED—Leading steel office furniture manu- 
facturer desires applications from men experienced selling office equipment 
serge national accounts and with ability to train and direct salesmen. 


Position Wanted—Male 


PURCHASING AGENT—STAFF Assistant. 16 years’ experience 
office supplies and machines; electrical, automotive and aircraft. Knows 


— inventory controls. Supervised staff of 40 people. Age 34. 


ORDER, PRODUCTION CONTROL, Office Manager. BBA, thoroughly 
experienced modern office procedures, bookkeeping, statistics, sales pro 
motion export connections. 5 languages. Excellent organizer. Thorough 
al purchasing complete factory supplies, raw materials, ete. 


Position Wanted—Female 


CAPABLE COLLEGE GRAD. Experienced executive sec’y, office 
rT. ad istrative istant, personnel director, executive 
post five-day week. $3900 min. Box OM-64. 


the best materials -> they can‘thelp but 
"perform better. That’s why Heyer Sten- ~~ 
cils and 'nks turn out better work with 
consistently higher quality. 

Stencils of Heyer’s famous cellulose for- 
mula and Heyer Inks in rich black or 
seven brilliant colors are correctly made 

to meet the requirements of your dupli- 


my cating machine, regardless of make. 
e~ —_—- | Clearoscope, Lettering Guides, Styli and 
4, ~-| over 60 other supplies and accessories. ) 


Write for Complete Catalog 
Offered by Leading Dealers Everywhere 


THE HEYER CORPORATION 
1848 South Kostner Avenue * Chicago 23, U.S.A. 


Employment Service 


BUSINESS ADM.: For Profs. Advertising, accounting. Mgt., Mktg., 
Retailing, etc. Master-Doctors Degrees. Colleges-Universities. Salaries 
to $7,000. Cline Teacher’s Agency, East Lansing. Mich. 


QUALIFIED MEN whose earnings have been $3,000 and up. This 
confidential exchange. now in its 19th year of service to high-grade 
men, specializes in individualized versemal service, in opening cuntacts 
and negotiating for satisfactory salaried positions. Eugene L. Williams. 
2220 W. Grace St. Richmond. Va. 


For Sale or To Buy 


ELECTRIC MULTIGRAPH (Multilith). Used but in good operating 
condition. Also used Diebold Cashguard Money Chest. Write QUIM- 
BY’S HOLSUM BAKERY, Box 48, Uhrichsville, Ohio. 


FOR SALE: Four (4) Burrough style 21-17-14 with 43-H_ stands. 
Purchased new, 3—1947, 1—1949. Machines used on accounts re- 
ceivable exclusively and are in excellent condition. Offers solicited. 


CALCULATORS—Monroe, Friden, Marchant. Greatly reduced prices. 
A-1 cotition. 1 vear guarantee. Monroe Electrics from $69.50. Write 
for our free decimal [7 n charts. AAA Adding Machine, 438 West 
33 Se.. N p ae Ve 


New York 18 
OFFICE MACHINES expertly rebuilt, bought, suid. Parts and sup 
plies. Wholesale, export. Checkwriters. adding machines, calculators. 
Check Writer Co.. Inc., 169 William St.. New York 7, N. Y. 


ACCOUNTING, BILLING, Bookkeeping and Analysis Machines. We 
furnish all special features and rebuild the machines you order to your 
direct specifications. All machines unconditionally guaranteed. Inquiries 
nee e are also buyers of all es of office accounting machines. 

M-62. 


GOOD SELECTION of Used Calculating and Accounting Machines. We 
are well known for years as a dependable source for used ofhce equipment. 


All makes Calculators. Both select rough and rebuilt. | Accounting 
Machines, include bank, utihty, and commercial mudels. Rough only. 
All inquiries welcomed and answered promptly. OM-63. 

FOR SALE; Cardineer Cabinets. Tlave ten used Cardineers in good 
condition, model 72-58 for 8 x 5 cards. $75.00 each net. J Duskey 
Office Equipment, 313 Washington St., Wasau, Wisconsin. 
BOOKKEEPING SYSTEM—Sacrifice 1,990 simplified,  self-explana- 


tory, self-analyzing. complete one book Apex two year business account 
record. Acknowledged tinest, most comprehensive small business sys- 
tem. Retails $22.50 Latest edition. One dozen minimum $4.00 5. 


OFFICE MANAGEMENT AND EQUIPMENT 


ee Systems Inc., 192 Lexington Avenue, New 
mm. ¥. 
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New Way of Letter Writing 

The Standard Manifold Co., 162 North Franklin St., 
Chicago, has introduced a new development in letter writ- 
ing. ‘Lhe idea, created by Lester Fleischmann, Standard 
president, is called Letter-Flo. 

With the new system, the typist inserts a single-sheet, 
standard letterhead into any typewriter — electric or man- 
ual. The original letter is typed as usual, but, at the same 
time, as many as fourteen carbon copies (more if needed) 
are reproduced on second sheets that feed in a continuous 


forms style. The original letterhead, whether engraved or 
plain, remains a single, unmarked sheet, with no marks or 
perforations of any kind. 

The carbon paper and copy sheets feed continuously 
through any standard typewriter. Copy sheets are perfor- 
ated, and after the writing, are snapped apart. The carbon 
paper, meanwhile, automatically floats back into position 
between the next set of copy sheets. 

Some of the advantages claimed for the new system in- 
clude cleanliness—the typist never touches the carbon 
paper; all positioning of carbon paper between copy sheets 
is done automatically; carbon paper lasts longer, and the 
typist can instantly select the exact number of carbon 
copies required at one writing, jumping from a single car- 
bon to fourteen or more. 

Complete information on the Letter-Flo correspondence 
system can be had by writing to the company direct. 


Management Course To Begin 

The Midtown Business Center of the City College of New 
York, 430 West 50th St., has scheduled a series of evening 
sessions dealing with “Management Techniques for Office 
Managers.” The course, to be held two evenings a week 
from June 13th to September 26th, will cover modern 
methods of mechanized office work, job simplification, per- 
sonnel supervision, and oral and written communication. 

The course will cost $67.50 plus textbook fee, and all in- 
formation can be obtained by writing the Supervisor of Ad- 
missions at the above address. 


Correction, Please! 

Through a regrettable error, the Victor Adding Machine 
Co., 3900 North Rockwell St., Chicago, was not listed under 
the adding machine category in the March Purchasing 
Guide issue of OrricE MANAGEMENT. 


New Eranch for Monroe 

The Monroe Calculating Machine Co., Inc., Orange, N. 
J., has signed a long term lease for a four-story moder- 
nized building at 22-16 Walnut St., Philadelp‘ia, accord- 
ing to Frank G. Binswanger, real estate broker. 

The building has been completely rebuilt into a modern, 
air-conditioned commercial structure, and will be used by 
Monroe as a branch office and sales room and also for 
the warehousing and servicing of business machines. 
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FOR HANDLING 
MONEY 


Model 4ET-5: electric Coin Counter 
for all coins. Locks after counting 20, 
25, 30, 40 or 50 coins or counts in- 
definitely into a bag. Register can 
eusily be reset to zero. New mechan- 
ism eliminates wear and friction. Fast. 
durable. 


We have many Models of Coin Mount- 
ing and Coin Assorting Machi-es avail- 
able for counting domestic as well as 
Foreign coin, together with many bank 
and cashiering equipment items. 


Abbott Coin Counter Co. 
143rd Street and Wales Avenue 
New York, New York 


A Snappy Salesman 


of seventy-five years ago looked like 
this. Today he has doffed the checks, 
the high hat and the walrus mustache, 


but he still depends upon his 


Beach's 
“Common Sense" 
Expense Book 


to give him a quick, accurate record of 
his traveling expenses. 


Beach Publishing Co. 
7338 Woodward Ave., Detroit 2 


— RANSOA — 


POSTAL SCALES 


the most complete line 
on the market today 


Four models—capacities 2 Ibs. to 50 Ibs. 


Model 1546— Computes postage for air 
mail, first class and merchandise by zones. 
Capacity 2 Ibs. by 1 ounce. 
Model 1530— Parcel Post scale, capacity"eyp at 
25 Ibs. by 1 ounce. Computes postage for A | 

merchandise up to 25 Ibs. 


See Your Stationer 


HANSON SCALE COMPANY Est. 1888 
Chicago 22, Ill. 


Specialist* IN THE HAND FORMATION 
OF PEN POINTS °O® WATERMAN TAN PENS 


Pen Points Made to Suit Individual Requirements 
For Writing, Calligraphy, Lettering, Drawing, 
Stenography, Music 

Prices range from $4 to $8.75 

(For complete Waterman Fountain Pens) 


For complete information, let me know your needs or send 
sample of your handwriting. 


*Fifty Years’ Experience at Waterman's 
Prior to My Retirement As Retail Dept. Manager. 


ROBERT C. LIDDELL 
Clove Road, Little Falls, N. J. MOntclair 2-3799 R 
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The Heart of 
BUSINESS SYSTEMS 


More and more executives realize their sys- 
tems are built around these essential ele- 
ments, and the best way of maintaining these 
systems is through use of ROBERTS automa- 
tic machines. 


Roberts present a complete line—from the 
famous Model 49 Hand Numbering Machine, 
to the new, electrically operated combin- 
ations of numbering, date, and time. 


Write for the new RAPID PRINT DEALER 
PORTFOLIO now available. 


ROBERTS NUMBERING MACHINE CO. 


700 JAMAICA AVE. BROOKLYN 8, N. Y. L Y 
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